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Chapter 1 - What’s New for 2004

PayClock EZ 2004 provides several new features to help you manage
employee time and attendance quickly and efficiently. These powerful
new features include:

Fixed Weekly Rotating Schedules — By default, PayClock calculates
worked time for your employees on an Open or Unscheduled basis using
powerful matched pair logic and rounding rules that you define.
However for employees that work fixed (do not change each week)
schedules, PayClock EZ 2004 now includes a convenient rotating
schedule option that will allow you to set the Start and Stop time for each
calendar day of the workweek. Using these schedules and new Adjust to
Schedule rules, you can make sure your employees are only paid the time
they are scheduled to work even if they clock in early, or clock out late.
You can also search for schedule exceptions such as Arrived Late or Left
Early using the electronic timecard’s Exception Finder. An Employee
Schedule and Weekly Schedule report have also been added. (See
Chapter 6 — Employee Schedules)

Global Holiday Time — New for 2004 is the ability to add Holiday
time, or any other non-worked time, to all employees or a selected group
of employees simply and easily with a few mouse clicks. This eliminates

the need to add time manually to each employee’s timecard every time a
holiday occurs. (See Chapter 11 — The Global Icon)

Add Vacation Hours or Time Off in Advance — You no longer have
to wait for a pay period to begin in order to apply Vacation or Time Off
hours to an employee or group of employees. Using the new Global
editing tool, you can apply time individually or to a group for any future
date. You select the date from a calendar, the employee(s) you wish to
apply the time to and the pay code such as Vacation and click a button.
An Employee Non-Work and Future Non-Work report have also been
added. (See Chapter 11 — The Global Icon)
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Optional Paid Break Setting — This new option allows you to have
your employees punch in and out for a break or meal, even if you intend
to pay them for that time. This feature is handy for monitoring possible
abuse of paid breaks within your company.

= USB and Ethernet Communications Options —
The standard communications option for connecting
the PayClock PC100 terminal to your computer is
through serial communication.  PayClock ships
standard with a 25 foot serial cable that plugs into the
back of your computer. Additional serial cable
extensions atre also available. Now, new for 2004 is
the ability to utilize USB and Ethernet connections
between the PC100 terminal and your computer.
These options require additional hardware adapters
that must be purchased separately, but provide added
convenience. USB ports are found on almost all new computers. If your
computer does not have an available serial port then our new USB
adapter (item #: USBTOSER) is the perfect solution. If your company
has an existing Local Area Network (LAN) then our new Ethernet
Adapter (item #: TXTOSER) will allow you to plug-in your PC100
terminal anywhere in your facility that has an available Ethernet port.
Using this option, the PC100 terminal could be located up to 330 feet
from your computer without running any new cables!

. Support for QuickBooks 2004 — PayClock now

designed for QB supports behind the scenes seamless integration with

QuickBooks' &9 1) the latest 2004 QuickBooks Pro, Premier and

Enterprise edition products. This integration ensures employees, pay

codes and payable hours are always up to date and synchronized between
the two applications making payroll preparation fast, easy, and accurate.
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Support for Intui’s Complete Payroll -

 Payroll Services PayClock now shares data through an export file

with Intuit’s Complete Payroll software. Complete

Payroll is Intuit’s new payroll service bureau that provides full service

payroll processing, check printing and tax filing similar to those services
offered by ADP and Paychex which are also supported by PayClock.

Support for Lathem’s PC400 Terminal Upgrade — As
your company grows, so may its need for a more feature
rich time clock. PayClock EZ now provides a seamless
upgrade path to the Lathem PC400 terminal. With the
PC400 terminal you will be able to utlize all of your
existing badges and cabling.

The powerful PC400 terminal features:

e Employee department transfers at the clock.
e Tips and dollar amount entry at the clock.

e Ability for employees to view their total worked hours at the
clock.

e PIN entry in addition to, or to replace, badge swiping at the
clock.

e A metal mounting box with key lock and secure cable
management.

e A backlit display for easier employee viewing.
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Chapter 2 - Introduction

Using the PayClock software, you will perform some typical day to day
functions such as maintaining your employees, polling the clock, editing
the employee timecards, obtaining reports, creating exports and closing
the pay period.

Set up your company, clock communications, departments and payroll
policies using the PayClock EZ Setup Wizard that runs automatically the
first time you open the PayClock software.

" PayClock EZ Setup Wizard Step 1 of 11 X

Welcome to the PayClock EZ Setup Wizard

The wizard will allow you
ta set up infarmation far
the following items:

Company
Time Clock

Time Settings
Departments

Pav Period

Pay Codes

Overtime

Bresks

Il aximum work D ay

Close

R

To start the software, double click on the PayClock EZ icon on your
desktop.

i

PawvClock EZ
2004
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After logging in, the MyWorkforce window will open.

# PayClock EZ 2004 - [MyWorkForce]

File Wew Help
o[ My Work Force for 3/17/2004 Wi PayPeicd I |
[ﬂ- Wages Hours
Work Force
Employee0l, 04641 Out =]
E Employ=e02, M523 | Ouw —|
Employee003, 046:16 | Out
(el Employeell4, 046:21| Out
Employes00s. 0432 | Out
Employeel0B, 046:38 | Out
Timecard - I Employee007, 046:42 | Out
O Regular  Overtime  “scation Sick Holictary Cther Employes008, (el (O
B40:00h 13206k 0:00k 0:00k 160:00h 0:00k Employes0d. C4E:5G | Out
Global Employeedin, 046:37 | Out
= Feminders Employee0ii, 046:26 | Out
E = S = — Employes012, D4E:26 | Dut
Repoils Wlmm U:inw— Emplayeslll3, 47:04 | Out
g | UpdateNow [— | TE noiopeents, 4632 | Out
% [ e I
ackupMow |+ | | | Employeelis 04649 | Out ¥
Export
Histarical Labor Totals
' Oplions Wages Hows O
Close Period 000k J
N8 M8 M M/ N8 M8 M M/ N8 M8 M M/

The MyWorkforce window gives you a status of your software, such as
the total hours for the current or next pay petriods, a list of your
employees with a running total of hours and whether they are In or Out.
You will also see a status of certain functions, such as the last time you
polled or updated the clock, exported, backed up or archived data and

the last time you closed the pay period.
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Chapter 3 - Logging In

The PayClock software is password protected; this ensures only
authorized personnel are able to access your confidential data. There are
2 predefined user accounts in PayClock EZ, Administrator and Guest.
Each of these accounts can have a unique password. The Administrator
account gives the user full access to PayClock, while the Guest account is
restricted. When a user logs in as Guest, he or she will not have access to
personal employee data or wage information, but will have access to
timecards, exports and reports.

I1zer Lizst:

|ADMIN - [Administrator] |
Paszword:

xxxxx)i d= Ehange

k. i Cancel 3

The default password for the Administrator and Guest accounts is
"lathem". It's recommended to change the default password the first
time you log into PayClock EZ. Passwords can be up to 11 characters
and are not case sensitive.

Launch PayClock EZ

1. Double-click the PayClock EZ icon on your desktop. As
PayClock opens, a Log In window appears waiting for you to
select a user and enter your password.

2. Choose Administrator or Guest from the User List.

3. Type in your password and click OK.
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When PayClock EZ opens the MyWorkforce window appears, the user
will have access rights associated to the user account selected when

logging in.

Changing the Password

0Id Password:
| xxxxxx I:I K W

Cancel 3

Conifirrn Mew Pazsward:

EEREST

Follow these steps to change your password:

1.

2.

6.

Launch PayClock EZ

At the Log In window select a user from the list.
Click the Change button.

Type in the current password at Old Password.

Type in a new password at New Password and in Confirm New
Password.

Click OK to save the New Password and open PayClock.

Use this password when you want to log in.
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Chapter 4 - Navigating

When PayClock EZ opens, the MyWorkforce window shows first.
Along the left side of the window you will see the List Bar, which
contains icons or links to task you will perform. The right side of the
window is the work area. This is where you will perform your task.
When you click on an icon, the windows associated with that icon appear
in the work area to the right of the List Bar.

There are 2 different sections in the List Bar:

e View He Fle Yew
Sehg Selup
_.(j Dala
oo | | @
Tl ‘wok Foren

w
7
Pay Class E
& Pl
Ermplopest a
Timecand
Gilobal
g
Flepaats
£
X4
Expost
@

Data

Cltm Pviond

The Setup section contains links to functions that
allow you to setup and maintain your system. You
will use most of these functions the first time you
setup your software but seldom after that. The
System, Pay Class and Employee icons atre part of
the Setup section.

The Data section contains links to functions that
allow you to manage data; some of these functions
will be used on a regular basis. The Work Force,
Poll, Timecard, Export and Close icons are part of
the Data section.

Using the List Bar

1. With the MyWorkforce window showing click the Setup button
on the List Bar. The System, Pay Class and Employee icons

display.

2. To launch a function click on an icon, click the Employee icon.
Notice that in the work area you will see a number of tabs. This
is the Employee Master; this is where you maintain the
employee’s information within the system.

3. Now let’s open the Timecard icon; it’s under the Data List Bar.
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Click the Data button on the List Bar. The MyWorkforce, Poll,
Timecard, Export and Close icons display.

Click the Timecard icon; the timecard window opens, ready for
you to select an employee.

The Setup list of icons will not be available when a user logs in using
the Guest account.
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Chapter 5 -The Employee Icon

The Employee icon is used to maintain the employees in the PayClock
software. This will include adding, editing and terminating employees.

The Employee icon has three tabs - General, Schedule and Personal. The
General tab is where you setup information like the employees name and
badge number along with other information. The Schedule tab is where
you define how many hours the employee can work as well as their
break/meal settings. The Personal tab is whete you store their address
and emergency contact information.

Adding an Employee
General Tab

‘ Employee Master |

Flintstone, Fred - 0001 Hew B “i| Delete X | Help ®|
General ] Schedules I Personal 1
Last Mame: First Marne: M.I. Type of Emplopes:
[Fintstone [Fred Ful Time: -
Badge Mumber: Employee Number: Pay Class
nao (0000
— Haome Department:
e Mot Selected hd
$14.00
Date of Hire: Inactive: [T Teminated: [

03-17-2004 'Wed

Optiohs

Do Mat include in Exparts [

1. From the Setup button on the List Bar click the Employee icon.
The Employee Master will display in the work area.



PAYCLOCK EZ USER’S GUIDE -

11

10.

From the General tab click the New button; the next available
blank employee template will display.

Type in the employee’s last name, first name and middle initial
under Last Name, First Name and M.L

PayClock will automatically assign the next available badge
number, but you can change it if you like. To change it, type the
employee's badge number in the Badge Number field.

PayClock automatically fills in the employee number, but you can
change it if you like. To change it, type the employee number.

Typically the Employee Number is used to reference the employee’s
pay data when exporting to a payroll service.

Type the employee's houtly wage in the Base Pay field.

If you want accurate wage reports, make sure to enter the
employee’s wage in the Base Pay field.

Set the Type of Employee. You can choose whether this person
is Full Time, Part Time, Temporary or Seasonal from the list.

At Home Department, select the department in which you want
their hours to accumulate. If you have chosen not to use
departments leave this field set to “Not Selected”.

You must setup departments in the Preferences tab at the System
icon before you can assign them.

Check the Do Not Include in Exports box if you do not want to
export this employee’s pay data. Example: You may want to use
this option for temporary employees when you need to track
their time, but the temp agency pays them.

Enter the person's hire date in the Date of Hire field. PayClock
will automatically enter your computer’s date when adding a new
employee.
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11. Click Save to keep your changes or continue to the Schedules
tab.

Schedules Tab
‘ Employee Master |
|thlstone, Fred - 0001 j New B | Save H ‘ Undo &| Delete X | Help ®|
General Schedules I Personal 1
Daily Open: Rotating;
P e Fixed Schedules ]
’7
’— 1N out Howrs
’7 Sunday [ r 000:00
’— Monday [ r 000:00
r Tuesday [ r 000:00
“Wednesday [ r 000:00
Bl [Fe00 Thursday [~ r 00000
,7 Friday [ r 000:00
Saturday | r 000:00
[ Maximum Work Day
’— [~ Adjust To Fived Schedule
’_
Fired Schedule Templates:
Available Schedules: w
Mot Selected hd

The Schedules tab of the Employee Master allows you to setup a break
rule, workday length by employee, and an optional fixed schedule.

These rules drive all of the time calculations for your employees
within PayClock. Please use caution when making changes or
modifying these settings.

See Chapter 6 - Employee Schedules for detailed information on
setting up and using Employee Schedules.
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Personal Tab

‘ Employee Master |

|thlstone, Fred - 0001 j New B | Save H ‘ Undo &| Delete X | Help ®|

General ] Schedules Personal 1

Address (1]

Emergency Data

First Contact:

Address (2]

Day Phone: Relationship:
‘C‘U’: |Stale: | Hot Selected j
Country Postal Zip: Second Contact:
Home Phane: Day Phone: Relationship:

| Mot Selected j

Drate of Birth:
Social Security Mumber.

[03-17-2004 ted

The Personal tab of the Employee Master allows you to store important
employee information for recordkeeping purposes.

1. From the employee list at the top of the screen, choose the
employee.

2. Enter the desired personal information for the employee.
3. Click Save to keep your changes.

Editing an Employee

1. From the employee list at the top of the screen, choose the
employee you want to edit.

2. Make the desired changes for the employee.

3. Click Save to keep your changes.
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Terminating an Employee

It’s not recommended to delete an employee. It’s better to mark the
employee as terminated; with the employee terminated, you can still
report on the data that is linked to the terminated employee. If you delete
an employee all of their historical data will be removed also.

Inactive: [~ Teminated: [v

[ [E7-2008 wied

1. From the employee list at the top of the screen, choose the
employee you want to terminate.

2. On the General select the Terminated box, the employee badge
number will be reset to 0 (zero). This will allow you to reuse the
badge for another employee.

3. Enter the date the employee was terminated. PayClock will
automatically enter your computer’s date when terminating an
employee.

4. Click Save to keep your changes

You can make a terminated employee active by simply un-checking
the Terminated box.

Updating the Clock with Employee Changes

When you change or add employee information, you should send the
changes to the clock. There are several ways to send the changes or
update the clock:

e C(lick on another icon in the List Bar and you will be prompted
to send the changes at that time.

PayClock EZ 2004 E

(] *ou have changed data which needs to be uploaded to the terminal. Would you like ta send the changes ko the
terminal now?
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e (lick the Update Now button in the Reminders section of the
MyWorkforce window.
Reminders
Last Pall: INavel Poll Now | =]
Last Update: MNewer Update Mow ||
Last Export; 247/2003 &t 1327 E sport Mow
Last Backup: 2/1072003 st 02:44 Backup Now | 4
e (lick the Update Clock button on the Terminal Tab of the
System icon.
Test Clock | Update Clock |
Send Clock Time/D ate |
([ ]

Enable the Auto Update when Polling option, this option sends

any changes every time you poll the clock. To enable this option
select it on the Terminal tab of the System icon.

Communications

COM Pork:

1 hd Auto Detect

Baud Rate:
9600 -

[~ Auto Update when Paling

Employees will not be able to punch In and Out if the employee
changes are not sent to the clock.
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Chapter 6 - Employee Schedules

You use the Schedules tab to define the employees basic work schedule.
You can setup the open schedule in the Daily Open section or your can
enter a basic fixed schedule or apply a rotating schedule template in the
Rotating section.

Important! The fixed schedules apply to the current and next pay
period. For example if you set up Tuesday with an In time of 7:30am
and an Out time of 4:00pm, these times will apply to every Tuesday in
the current and next pay periods. This schedule will rotate indefinitely
for each 7 day calendar week.

The punched break, auto-deduction and maximum work day length that
are setup on the Advanced tab of the Pay Class icon will be applied to
each employee. To override those settings, select the employee and make
changes to the Daily Open section of the employee’s Schedules tab.

‘ Employee Master

‘ [Smith, Jahn - 0001 k| Hew G| 5ae Undo | Delete 3¢ | Help @)
General | Sehedules) | Personal |
i Daily Oper: i Ratating:
1 Punched Bieck Fixed Schedules I
Minimum Hours from Start: {000:00
b zzamum Hours from Start: [000:00 1Y i [t
Length [000:00 Sunday [ [1200 AM I'|12.UU &M 000,00
Extendzd Break Amount Igm BT Monday [~ [12:00 A4 |_|12:UU aM - |ooeoo
—— Tuesday [ | 1200 A l'|12-nn AM | 00000
Wednesday [ 1200 Ak |_|12:UU At | 00000
Auto Deduct
- o Dedc Thursday 1 [1200 &M [ [1200 &M 0000
“orked Howss to Oualify. [000:00
Friday [ 1200 &M l'|12:00 AM 00000
Length: [00D00 e
Saturday [ [12:00 Ah l'|12-nn AM | 0000
Marimum ‘work Day
Length: [000:00 ‘ 1 Adiust To Fiked Scheduls
Lirive E arly within Length: [000:00
Leave Late within Length: | D00:00
r Fixed Schedule Templates:

Seb
Available 5chedules: ﬂl
Mot Selected - Lpply
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Daily Open

Leaving employees on a Daily Open schedule is the simplest and easiest
way to track their time. This is recommended for most employees. An
open (or floating) schedule allows PayClock to define the start and end of
the work day. An employee's open schedule starts with his/her first
punch of the day.

Excample:

The beginning of day setting is 12:00 midnight and the maximum work
day length is set to 14 hours.

e Jane Doc's first punch this morning was at 7:30 am.

e Using the settings above, PayClock defines Jane's open schedule
to start at 7:30 am and end by 9:30 pm.

e So, Jane can punch any time today until 9:30 pm.

Let's say Jane also has a 1-hour break setting so that she can punch for
lunch anywhere from 3 to 6 hours after her first punch.

e Jane's punch was at 7:30, so she can punch out for lunch from
10:30 am to 1:30 pm.

You use the Daily Open section of the Schedule tab to setup an
individual employee punched break or auto-deduction. You can choose
both the Punched and Auto Deduct boxes if your employees can punch,
but you do not require them to punch. If they punch, then the break is
deducted. If they do not punch, then the break is automatically deducted.

If you need to increase or decrease a single employee’s work day length,
you can set it for the employee in the Schedules tab. This will override
the Maximum Work Day Length setting at the Pay Class icon for that
individual employee.
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* Punched Break - Check this box if you require the selected
employee to punch for a break.

Minimum Hours from Start - Enter the shortest amount
of time a person can work before punching for a break.

Maximum Hours from Start - Enter the longest amount
of time a person can work before punching for a break.

Length - Enter how long the break lasts.

Extended Break Amount - Enter the maximum extu
amount of time the person can take and the punch still
count as a break rather than an in/out punch. Note: This
setting will be disabled if the '"Round Unscheduled
Registrations By" option on the General tab of the Pay
Class icon is set to “INot Selected”.

Paid Break - If you want the break to be paid, check this

box.

* Auto Deduct - Check this box if you want PayClock to
automatically deduct a fixed amount of break time for this
employee.

Worked Hours to Qualify - Enter the amount of time a
person must work before the time is deducted.

Length - Enter the amount of time to deduct.

You can set a break that is both punched and automatically deducted
by setting both options. The software first looks to see if the person
punched for this break. If he did punch, the break follows the rules for
the punched break. If he did not punch, the break follows the rules for
the auto-deduct.
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Maximum Work Day

Use this setting if you need to change the length of the selected
employees work day. This is the maximum expected amount of time
from the employees first In punch to their latest possible Out punch.
Making this length too short can result in missing punches for the
current day. Setting this too long may cause punches from the next
day to incorrectly calculate on the current day. Normally, you should
leave this setting at the default of 14:00 hours.

I b asimum Work Day

Length iil oo

Fixed Schedules

These setting are designed specifically for employees that work the same
schedule each and every calendar week. If your employee’s scheduled
start and end times change frequently, then it is highly recommended that
you use Daily Open settings as described previously.

Fixed Schedule Templates

You use the Fixed Schedule Templates section of the Schedule tab to
create and manage your basic rotating schedule templates. These
templates will have the start time and end time for each day in a planned
work week. After applying the template to the employee you can modify
it to fit your needs.

* Available Schedules — Choose which rotating schedule

template to assign to the employee. You can set up weekly
schedule templates by clicking the Setup button.

* Apply — Click this button to apply the rotating schedule
template that is displaying in the Available Schedules list to
the employee. You can set up weekly schedule templates by
clicking the Setup button.

* Setup — Click this button to open the Rotating Schedule
Templates window.
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To create a rotating schedule template:

From the Employee’s Schedules tab, click the Setup button under the
Fixed Schedule Templates section. The Rotating Schedule Templates
window appears.

Rotating Schedule Templates il
| Not Selecled - 1 £ save B Unda | Deletz x| |

Template Name:

Fixed Schedules |

IN out Hours

ot [0 ©[enm [
WO —— R ——
Tuesdaw T Im N lm IM
P I
Thursdaw T Im I lm IM
Fidaw I Im N lm IM
S F[EHAH R0 |G

I Adjust To Fived Schedule

Aurive Early within Length: | 000:00
Leave Late within Length: | 000:00

Help (23| Close %

1. Click New, type in a name for the schedule template under
Name.

2. Select the In box for the day to which you want to enter the start
of the schedule.

3. At In, enter when the schedule will start for the selected day.

4. Select the Out box for the day to which you want to enter the
end of the schedule. (This is not required. End times of
schedules may be left Open or Unscheduled).

5. At Out, enter when the schedule will end for the selected day.

6. Make sure the Adjust to Fixed Schedule box is checked.
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7. Enter the amount of time employees can punch In early and
have the punch round forward to the scheduled In time in the
Arrive Early within Length box.

8. Enter the amount of time employees can punch Out late and
have the punch round backward to the scheduled Out time in
the Arrive Late within Length box.

9. Click the Save button to keep your changes.
10. Click Close after you have finished
After applying a weekly schedule template you can modify the schedule

to meet your needs. Any break settings in the daily open section will be
applied to the employees fixed schedule.

Important! The fixed In and Out times apply to the current and next
pay period. For example if you set up Tuesday with an In time of
7:30am and an Out time of 4:00pm, these times will apply to every
Tuesday in the current and next pay periods.

Rotating

You use the Rotating section of the Schedule tab to enter a fixed start
and end time for an employees daily work schedule or apply a weekly
schedule template.

You use the Rotating Schedule Templates to create weekly work
schedules that have the start time and end time for each day. After
creating the schedule templates you can assign them to your employees.
After assigning the templates you can modify the schedule start and end
times if needed.
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Fixed Schedules

This tab is used to enter a fixed schedule start and end time for the
different days of the week or you can apply a rotating schedule template
and if needed modify the schedule to meet your needs.

Excample:

Sunday,

Mary works Monday thru Friday.

Monday through Thursday she starts at 7:30am and ends at
4:00pm. On Friday she starts at 7:00am and ends at
11:00am.

Select the Monday In check box and enter 7:30am.

Select the Monday Out check box and enter 4:00pm.
Continue with Tuesday through Thursday.

Select the Friday In check box and enter 7:00am.

Select the Friday Out check box and enter 11:00am.

Monday, Tuesday, Wednesday, Thursday, Friday,

Saturday Select the In and or Out box for each day you want to enter a
fixed schedule time.

In - Check this box and enter the time that the schedule will
start.

Out - Check this box and enter the time that the schedule
will end.

Hours - Displays the total hours expected to be worked for

the day, any unpaid punched or auto deduct break time will
be deducted from the daily hours being displayed.
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Adjust to Fixed Schedule - Select this option to define how punches
will be adjusted at the beginning and end of the employees fixed
schedule.

Arrive Early Within Length - Enter an amount of time that employees
can punch In early and have the punch round forward to the Fixed
Scheduled In time.
Excanmple:

* The fixed schedule In is set to 8:00am.

* The Arrive Early Within Length is set to 30 minutes.

* Tom punches in at 7:38am, which falls in the 30 minute
Arrive Early Within Length zone.

* The punch will round forward to 8:00am which is the fixed
schedule In time.

Leave Late Within Length - Enter an amount of time that employees
can punch Out late and have the punch round back to the Fixed
Scheduled Out time.
Exanmple.

* The fixed schedule Out is set to 5:00pm.

* The Leave Late Within Length is set to 45 minutes.

* Tom punches out at 5:22pm, which falls in the 45 minute
Leave Late Within Length zone.

* The punch will round back to 5:00pm which is the Fixed
Schedule Out time.

The open schedule settings will be applied for any days that do not
have a fixed schedule assigned.
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Chapter 7 - Polling the Clock

When you poll the clock, you pull the employee punches from the clock
into the software. After you poll a clock, you can edit and manage your
data. There are two ways to poll the clock:

e (lick the Poll icon in the Data list.

File Edit ier

Setup
Data

@

‘Work Force

e C(lick the Poll Now button in the Reminders section of the
MyWorkforce window.

Reminders

Last Pol: INavel FollNow | 2|

Last Update: Mewer
Last Expart: 20772003 at 1327
Last Backup. 2A10/2003 &t 0844

Update Mow  |—]

Export Mow

Backup Now

It's a good practice to poll your clock everyday. If you can’t poll
everyday, you should poll the clock before making any edits in the
PayClock software. By polling everyday or before making any edits,
you can be sure you are working with the most current data.
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Chapter 8 - The Timecard Icon

The Timecard icon is used to manage your employees punch data. You
can view and edit employee punches as well as non-work time such as
sick or vacation time or dollar amounts such as tips. You can view
employee data for the current, next or historical pay periods.

The current pay period is the last active pay period that you
have not closed.

The next pay period is the pay period that follows the current
pay period.

Historical pay periods are ones that you have closed out using
the Close icon.

The timecard has several areas, the Toolbar, Schedule Bar, Timecard
Table and Exception Filter.
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The Time Card Toolbar

The Toolbar is located above the Schedule Bar at the top of the timecard,
it allows you to do such things as select employees, add punches and
delete punches. See the illustration below for details.

This list contains This shows the time Click this option
a directory of you selected using to show the next

your employees. the insertion point. pay period.

0007 - Smithe, John =]+t -9| = | @[ Tz00am Nest Pay Period [~

hai I 1 @

This button 'This button 'This button 'This button
adds a deletes a adjusts the forces a
punch. punch. work day punch to be

length. the

beginning
punch of
the next

day.
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The Time Card Schedule Bar

The Schedule Bar is located at the top of the timecard; it’s a graphical
display of the punches and non-work time for the selected day. You can
add, edit and delete punches on the schedule bar. See the illustration
below for details.

Ea Va 8Ba 9a 10a 12p 1 3 5 5] 7 5] 10p 11p

T AT Y |||||¢||I|| 1l |||||T||I|| T T TR TR TR TRL

9

Ma

03: 005 : : : .

This ted dashed line shows the maximum workday
length, in this example it starts at 8:00am with the
first punch of the day and goes to 10:00pm; this
means the workday can be up to 14 hours.

These double turquoise arrows represent a
punched break, in this example the punched break

12:00p

01:00p

is for 1 hour.
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The yellow and blue bars represent the calculated
time period between punches, in this example there
s wme. | Wwas a 4:00 hour period from 8:00a to 12:00p. The
CW-@%P’ name of the employee’s home department will also

show in the bar. In this example Shipping is the
employee’s home department.

The punch on top, 5:02p is the actual punch. The
punch underneath is the calculated punch. In this
example the 5:02p punch calculated as a 5:00p
punch based on the rounding rules.

Notice that the 5:02p punch has a large arrow
above it, this means the punch came from an
employee punch. A punch that is added from the
software will have a small closed arrow like this T

An In punch will have an arrow that points down;
an Out punch will have an arrow that points up.




PAYCLOCK EZ USER’S GUIDE - 29

The Time Card Table

The Timecard Table is located below the Schedule Bar; it displays the
punches, non-work time and exceptions in a spreadsheet like format.
You can add, edit and delete data in the timecard table. See the
illustration below for details on the default timecard table view.

Date Day In Cut Day Tatalz: | Regular ot Grand Totals
O0ct12-03 | Sun = = 0oo0:00 000:00
Oct-1303 | Mon | 07:58 AM | 12:00 P 004:00 004:00
0ct13-03 | Mon | 12:53 PM ? 004:00 004:00 004:00
Oct14-03 | Tue [08:00 AM |12:04 P 004:04 00s:04
Oct-14-03 | Tue | 12258 PM | 05:02 PM 003:00 00g:00 mz.00
Oct1503 |wed | 02:00 AM | 12:00 P 004:00 E:00
Oct15-03 |wied [ 12:55 PM | 05:00 P 0os:00 0ng:00 0z20:00
Oct1603 | Thu | 0758 AM | 12:02 PM 004:02 024:02
Oct16-03 | Thu [12:58 PM | 05:00 P 0os:00 0ng:00 0z8:00
Oct1703| Fri |05:0045M | 04:00 P 0a0:0a (036:00
Oct-1503 | Sat = = 0a0:0a (036:00

Date This column display the available dates in the pay period.
Day This column displays the day of week.

This column displays an actual In punch time for that day.

Out This column displays an actual Out punch time for that day.
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Day Totals This column displays the calculated total hours for a pair of punches
Regular This column displays the calculated regular hours for each day.
a7 This column displays the calculated overtime hours for each day.

Grand Totals This column displays a running total of calculated hours.

A question mark (?) indicates an
exception. In this example the
Oct-13-03 | Mon | 1258PM | 2 employee forgot to punch Out.
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Chapter 9 - Editing Time Cards

Opening a Time Card

1. From the Data button on the List Bar click the Timecard icon.
The Timecard window will display in the work area.

Click the arrow next to the employee list and choose a person

from the drop down list by clicking on their name.

| Timecard

0oa1

0005

b= (0002 -
0003 -
0aa4 -

| 0000 - Mot Selected

Mot Selected

- Smithe, John

Smothers, Andy
Davis, Jazon
Sanderz, Mary

- Jongton, Rebecca

o O e |
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Selecting a Day in the Time Card

After selecting the employee, locate and click on the day in the timecard
table you want to edit. In the example below October 15 is selected

notice that the line of the selected day is highlighted.

D ate Day In Out Day Totals| Regular OT1 | Wacation| Grand Totals
Oct-12-03 | Sun - - 00000 00000
0ct-13-03 | Mon | 0758 Ak (1200 PM | 004:00 004:00
Oct-13-03 | Mon | 12558 P | 0500 PM | 008:00 | 00800 008:00
0ct-14-03 | Tue | 02:00 &M (1204 PM | 00404 01204
Oct-14-03 | Tue | 1258 PM | 05:02 P | 008:00 | 00800 016:00
0ct-15-03 |'wWed | 02:00 &M (1200 PM | 00400 020:00
Oct-15-03 'wied | 12:55 PM ? 004:00 | O04:00 020:00
Oct-16-0%| Thy | 0758 aM (1202 PM | 004:02 024:02
Oct-16-03 | Thu | 1258 P | 05:00 P | 008:00 | 00800 028:00
Oct-17-03| Fri | 08:00 Ak | 04:00 PM | 000:00 00800 036:00
Oct-18-03 | Sat - - 00000 036:00
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Add a Punch Using the Schedule Bar

After selecting the employee and the day to edit, move your mouse

pointer to the lower section of the schedule bar, the pointer will change
to a down arrow.

[ 0001 - Smithe, John R e e e AR

Cctober 15, 2005

98 Ba Va GBa 9a 10a 11a 12p 1p 2p 3p 4p 5Sp 6GBp 7p Bp 9 10p N

08:00a 12:008 2:55p i
Shipping - 004:00 | -
~

05:00& 12:00p e \
o i \ T
| o o) :
: \ ! :
: Q ’ !
~ 4 ;

Click and hold the left mouse button, a line will draw that allows you to
select the time for the punch, move the pointer to the time you want to
add. You can verify the time using the time reference window.

-

[ 0007 - Smithe, John ~| -] j_r:u&uw\)
-

S — =

Sa Ba Va B8a 9a 10z 11a 12p 1p 2p 3p d4p Sp EBp p 8p 9 10p N

I\
1 “ !
05004 120042550 oy :
Shipping - 004:00 | I
08:00 12: 008 1 : _
a 1 i
. 1 '
1 I
| .M Y |
V| !
____________________________________________ L
i
\I

If needed, press the left or right arrow on your keyboard to pin point
the punch time to be added.

Click the Add Punch button on the toolbar. The punch will be added to
the schedule bar. Notice how the added punch will have the small closed

arrow.
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0007 - Smithe, John -] lﬁ.«}-l'—‘-l JJ [12004M

52 EBa 7Va 8Ba 9a 10a 11a 12p 1 4 Sp Bp Tp 8p 9 10p U1

AMTIN
ya A
/ \ i
05005 12:00p:2: 550 ! pgoop 0 :
[ shipping - 00400 | [ shipping - 00400 | 5
0g: EIDa 1:2: 00p 2 00 \ O05:00p 4
| : oo

The time increment that displays when you move the insertion line
depends on the zoom level of your timecard. The default zoom level
will allow you to select time in a 2 minute increment. To be able to
select time in a 1 minute increment zoom out one level by pressing
the left mouse button while the zoom pointer is on the ruler. The zoom
pointer will look like this B\

Edit a Punch Using the Schedule Bar

After selecting the employee and the day to edit, locate the punch that
you want to delete and click on it with the pointer, a box will surround
the punch. In the example below the employee punched Out twice by
mistake. The 5:10pm punch is selected in this example.

[ 0001 - Smithe, John = ﬂ[i[‘JJ 1200 4M

Sa Ba Va 8a 9a 10a 11a 12p 1p 2p 3Sp 40 Sp EBp p B8p 9o 10p 11

A TITI,

N METEE
i i
0500 12:00p2:55p Vo | :
[ Shipping - 00400 | [ Shipping - ooa:00d [ :
0500 12:001:00p 05,005 :

______________________________________________________________________

Click the Delete Punch button on the toolbar and select Yes to the delete
confirmation message. The punch will be deleted.
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If you are not sure you want to delete the punch select No on the
delete confirmation message.

Add a Punch Using the Time Card Table

After selecting the employee, locate the day to add the punch and click in
the cell. In the example below the employee forgot to punch back In
from lunch.

[rate [ray In Ot [Day Tatals| Regular | OT1 | Wacation| Grand Tatals
Oct-12-03 | Sun - - 0o0:00 00000
Dct-13-03 |Mon [07:58AM [12Z200PM | 00400 00400
Dct-13-03 |Mon (12258 PM (0500 PM | 0082:00 | 00200 0000
Dct-14-03 | Tue [08:00AM (12204 PM | 004:04 01z:04
Dct-14-03 | Tue (12258 PM (0502 PM | 0082:00 | 00200 0100
Dct-15-03 ['Wwed | 08:00 AM [12200PM | 00400 [20:00
Oct15-03 'wed 0%02PM @ 2 i 00400 @ 00400 [20:00
Oct-16-03 | Thu [07:58 AM [12:02 Plk 00402 024.02
Oct-16-03 | Thu (1258 PK [05:00PM | 008:00 | 00800 02800
QOct17-03 | Fr |[08:00AM [0400PM | 000:00 008-00 03600
Dct-18-03 | Sat - - Qo000 0300

Press the Spacebar on the keyboard; this will open the cell in “edit
mode”.

[ate Dray In Ot Dap Totals| Regular OT1 | “acation| Grand Totals
Oct-12-03 | Sun -- -- 000:00 00000
Oct-13-03 |Mon | 07:58 AM 12200 PM | 004:00 004:00
Oct-13-03 | Mon | 1258 PM | 0500 PR | 00800 | 00800 0oE:00
Oct-14-03 | Tue | 08:00 AM | 1204 P | 004:04 Mz04
Oct-14-03 | Tue | 1258 PM | 0502 P | 008:00 | 00800 E:0n
Oct-15-03 [\whed | 08:00 A0 1200 P | 004:00 020:00
Oct-15-03 'wied  05:02 P |:EID AMl 004:00 00400 02000
Oct-16-03 | Thu | 0758 AM 12202 PM | 00402 024:02
Oct-16-03 | Thu | 1258 PM | 0500 PM | 008:00 | 00800 02e:00
Oct-17-03 | Fri | 08:00AM 0400 P | 00000 QoS00 03E:00
Oct-18-03 | Sat -- - 0o0:00 03&:00
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Type in the time of the punch, if it is an AM time press A, if it is a PM
time press P. In this example 1:00pm is entered.

[ate Dray In Ot Dap Totals| Regular OT1 | “acation| Grand Totals
Oct-12-03 | Sun -- -- 000:00 00000
Oct-13-03 |Mon | 07:58 AM 12200 PM | 004:00 004:00
Oct-13-03 | Mon | 1258 PM | 0500 PR | 00800 | 00800 0oE:00
Oct-14-03 | Tue | 08:00 AM | 1204 P | 004:04 Mz04
Oct-14-03 | Tue | 1258 PM | 0502 P | 008:00 | 00800 E:0n
Oct-15-03 [\whed | 08:00 A0 1200 P | 004:00 020:00
Oct-15-03 'wied  05:02 P |m:EID F'Ml 004:00 00400 02000
Oct-16-03 | Thu | 0758 AM 12202 PM | 00402 024:02
Oct-16-03 | Thu | 1258 PM | 0500 PM | 008:00 | 00800 02e:00
Oct-17-03 | Fri | 08:00AM 0400 P | 00000 QoS00 03E:00
Oct-18-03 | Sat -- - 0o0:00 03&:00

Use the right arrow on your keyboard to move to the minute field of
the cell. You can also use the mouse pointer and click in the minute
field.

Press the Enter key on the keyboard; the punch will be added and placed
in the correct position in the table.

[rate [ay In Clut Day Totals| Regular | OT1 | Wacation| Grand Totals
Oct-12-03 | Sun -- - 00000 000 0
Oct-13-03 |Mon | 0758 A4M 1200 PM | 00400 004:00
Oct-13-03 | Mon | 12258 PM | 0500 PM | 008:00 | OOS:00 0oe:00
Oct-14-03 | Tue | 08:00AM (12204 PM | 004:04 mz04
Oct-14-03 | Tue | 1258 PM | 05:02 P | 008:00 | 00800 E:0n
Oct-15-03 [\wed | 08:00 AM | 1200 P | 004:00 [20:00
Oet-15-03 Wwed (07:00 PM { 0502 PM | 0000 | 00200 02400
Oct-16-03 | Thu | 07:58 AM | 12:02 PM | 004:02 02e:02
Oct-16-03 | Thu | 1258 PM | 0500 P | 008:00 | 00800 03200
Oct-17-03 | Fri | 08:004AM 0400 PM | 00000 0oe:00 040:00
Oct-18-03 | Sat -- -- 0o0:00 040:00
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Edit a Punch Using the Time Card Table

After selecting the employee and the day to edit, locate the punch that
you want to edit. Double click in the cell; this will open the cell in “edit
mode”. In the example below the 5:02pm punch is selected.

[rate [ray In Ot [Day Tatals| Regular | OT1 | Wacation| Grand Tatals
Oct-12-03 | Sun - - 0o0:00 00000
Dct-13-03 |Mon [07:58AM [12Z200PM | 00400 00400
Dct-13-03 |Mon (12258 PM (0500 PM | 0082:00 | 00200 0000
Dct-14-03 | Tue [08:00AM (12204 PM | 004:04 01z:04
Dct-14-03 | Tue (12258 PM (0502 PM | 0082:00 | 00200 0100
Dct-15-03 ['Wwed | 08:00 AM [12200PM | 00400 [20:00
Dct-15-03 Wed | 07:00 P |E:D2 F'M| 00200 | 0000 [24.00
Oct-16-03 | Thu [07:58AM [12202PM | 004:02 02802
Oct-16-03 | Thu (1258 PK [05:00PM | 008:00 | 00800 032:00
QOct17-03 | Fr |[08:00AM [0400PM | 000:00 008-00 040:00
Dct-18-03 | Sat - - Qo000 04000

Type over the time and enter the new time. If the punch is an AM time
press A, if it is a PM time press P. In this example 5:30pm is entered.

[ate Dray In Ot Dap Totals| Regular OT1 | “acation| Grand Totals
Oct-12-03 | Sun -- -- 0o0:00 00000
Oct-13-03 |Mon | 07:58 AM 12200 PM | 004:00 004:00
Oct-13-03 | Maon | 1258 PM | 05:00 P | 008:00 | 00800 0oe:00
Oct-14-03 | Tue | 08:00 AM | 12:04 P | 004:04 Mz04
Oct-14-03 | Tue | 1258 PM | 05:02 P | 008:00 | 00800 E:0n
Oct-15-03 [\whed | 08:00 AM 1200 P | 004:00 020:00
Oct-15-03 ‘whed | 07:00 PR |DE:E F'Ml 00800 00800 02400
Oct-16-03 | Thu | 07:58 AM | 12:02 PM | 004:02 0ze:02
Oct-16-03 | Thu | 1258 PM | 0500 P | 008:00 | 00800 03200
Oct-17-03 | Fri | 08:004AM 0400 PM | 00000 0oe:00 040:00
Oct-18-03 | Sat -- -- 0o0:00 040:00
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Use the right arrow on your keyboard to move to the minute field of
the cell. You can also use the mouse pointer and click in the minute
field.

Press the Enter key on the keyboard; the punch will be added to the
table.

[rate Day In Ot Day Totals| Regular | OT1 | Wacation| Grand Totals
Oct-12-03 | Sun -- - 00000 000 0
Oct-13-03 | Mon | 07:58 AM | 1200 PM | 004:00 004:00
Oct-13-03 | Mon | 1258 PM | 0500 PM | 008:00 | OOS:00 0oe:00
Oct-14-03 | Tue | 08:00AM (12204 PM | 004:04 mz04
Oct-14-03 | Tue | 1258 PM | 05:02 P | 008:00 | 00800 E:0n
Oct-15-03 [\whed | 08:00 AM 1200 P | 004:00 020:00
Oet-15-03 wWed 01:00PM (0530 P : 00830 | 00800 00030 024 30
Oct-16-03 | Thu | 0758 AM 1202 PM | 00402 02832

Delete a Punch Using the Time Card Table

After selecting the employee, locate the punch that you want to delete
and click on it with the pointer, the punch will become highlighted. In
the example below the employee punched Out twice by mistake, the
5:10pm punch is selected.

[ ate Dray I Clut Dayp Totale| Regular | OT1 | Wacation| Grand Totals
Oct-12-03 | Sun - - 00000 000:00
Oct-13-03 [Mon [07:58 &M [12200PH | 004:00 004:00
Oct-1303 |Mon (1258 PM |0:00PM | 00800 | 00800 00&:00
Oct-14-03 | Tue (020048 (12204 PM | 004:04 mz04
Oct-14-03 | Tue ({12258 PM (0502 PM | 00800 | 00800 01600
Oct-15-03 [wed [ 08:00 Ak {12200 PW | 004:00 020:00
Oct-15-03 ['wWed [ 12255 P [0500PH | 00800 024:00
Dct-15-03 'wed :05:10 P ? 00800 | 00800 024:00
Oct-1603 | Thu (0758 Ark12:02 P | 00402 nz2a:02

Press the Delete button on the keyboard and select Yes to the delete
confirmation message. The punch will be deleted.
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Chapter 10 - The Exception Filter

The Exception Filter is a feature of the timecard that allows you to
quickly search thru the list of employees for certain exceptions. An
exception is something out of the ordinary, such as a missed punch or
missed break. See the illustration below for details on the Exception
Filter.

| E wception Filter | Py
Click this button to Click this Click this
display the list of button to button to
exceptions you can search search
search for. backwatd in forward in
the the
employee employee
list. list.

Mizzing B egistration

This area will display any
exceptions that have been

found.

Before you can use the Exception Filter you have to open an
employee’s timecard, normally you would choose the first employee in
the list.
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Select an Exception to Find

After selecting an employee, click the Exception Filter button. The
Exception List window will open.

Exception List .

Search For:
[2€] Mizzing Reqistration

Arrived Early
Arrved Late
Lett Early
Left Late
Long Break

[ Select Al

Help ®| Cloze I| |

Select the exception you want to search for by clicking in the box next to
the exception. The exception is selected when there is an X in the box.
There are 6 available exceptions to look for, see the definitions below.

Missing Registration - This exception displays if there are an
odd number of punches.

Arrived Early — This exception displays if an employee’s In
punch is prior to their scheduled In time. This exception only
pertains to employees with Fixed Schedules.

Arrived Late — This exception displays if an employee’s In
punch is after their scheduled In time. This exception only
pertains to employees with Fixed Schedules.
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Left Early — This exception displays if an employee’s Out punch
is prior to their scheduled Out time. This exception only pertains
to employees with Fixed Schedules.

Left Late — This exception displays if an employee’s Out punch
is after their scheduled Out time. This exception only pertains to
employees with Fixed Schedules.

Long Break - This exception displays if an employee punches
back In from break and the punch falls within the extended
break amount.

Missed Break - This exception displays if no punches fall within
the scheduled time for the break.

Missed Break Out Registration - This exception displays if the
Out for break punch occurs too eatly or if the employee doesn’t
punch for the scheduled break.

Missed Break In Registration - This exception displays if an
employee punches In from break punch after the scheduled
extended break amount.

Missed In Registration - This exception displays if an
employee misses their punch or if the punch occurred out of

range.

Click Apply to save your selections.

Once you select an exception the choice is saved until you go back
and make a change.
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Searching for Exceptions

Select the first employee in the list and any exceptions you want to look
for. Now click the | » | button. In this example my first employee is Jason

Davis.
| Dawis, Jason - 0003 ~| 12:00 AM Mext Pay Period [~
a 1a 22 33 d4a 5a Ba 7a Ba 9a 10a 11a 120 1p 2p 3p dp Oot-03/Nov-03_] 4
SMT WTFS
ol 02 03 04
05 06 07 08 09 10 11
1920 21 22 23 24 25
_ 26 27 28 29 30 31
: i iy
] : 02 03 04 05 05 07 08
09 10 11 12 13 14 15
T - .. 16 17 18 19 20 21 22
2324 25 26 27 28 29
IR 3 3 F|
Date Day In Ot Dayp Totalz| FRegular | OT1 | Yacation Grand Totals i‘
Oot1203 Sun | - ~ | oo D0D:00 Exception Fier | < ;1\‘
Det1303 | Maon | 07:504M [ 1200PM | 00415 004:15 v vy
Det13-03 | Man | 1255 FM |0S.00PM | 00815 | 00215 005:15 S=f
Det14-03 | Tue | 02:004M [1202PM | 004:02 mz17
Dct14-03 | Tue | 01:00PM | 0501 PM | 00800 | 00200 01615
Det15:03 |wed |08:00 AM [12:00 PM | 004:00 020:15 Mictals Malue
Fegular 040:00
Det15-03 |Wed | 01:00PM |0S:00PM | 00200 | 00200 024:15 i T
Det16-03 | Thu |07:504M [1205PM | 004:20 026:35  acation Q000
Oct-16-03 | Thu | 12:45PM |05:05PM | 00815 | 008:15 032:30 Sick 000:00
Det17-03 | Fri |02:004M [1200PM | 00400 036:30 Holiday 000:00
Dct17-03| Fri |01:00PM |0S.00PM | 00200 | 00730 | 000:30 040:30 Grand Totals 040:30
Det18-03 | Sat 000:00 040:30

When the Exception Filter locates an exception it will stop on the day
that the exception happened. Notice that the Exception Filter has moved
to another employee, John Smith, and has located a missing punch.
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Smithe, John - 0001 I e e e A B Nest Pay Period |~

Ya Ga 9 10a 11a 12p 1p 2p 3p 4p Sp 6Bp 7p 8p Sp 10p Oct- 03/ Mov - 03 j
SMTWTFS

o 0z 03 04
05 05 07 08 09 10 11
AZ]TE AN
1920 21 22 23 24 25
2627282930 3
01

02 03 04 05 05 07 08
09 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 25 27 28 29

CIEN (I Il
Date Diay In Out Day Totalz| Regular | 0OT1 | “Wacation| Grand Totals

Det1203] Sun | - = 000:00 000:00 Exception Fiter | <[ 5|

Oct-13-03 | Maon [07584M | 12200PM | 004:00 004:00 Missing Fregistiation

Oct-13-03 | Mon (1258 PM |0S.00PM | 008:00 | 00800 008:00

Oct-14-03 | Tue [0200AM 12204 PM | 00404 012:04

Oct-14-03 | Tue [1258PM |0S02PM | D000 | 00800 01600

Dct-15-03 |wed | 02.00.4M | 1200 PM | 004:00 (12000 ol als
Fegular 028:30

Oct-15:03 wed| 01.00PM | O5:30PM | 008:30 | 008:30 024:30 0 D

Oct-16-03 | Thu |07584M S1202FPM | 004:00 026:30 Vacation o0E-00

Oct-16-03 | Thu | 05:00 P ? 004:00 | 004:00 028:30 Sick 000:00

Oct-17-03| Fri [0%004M | 0400PM | 0O0:00 00800 035:30 Holiday 00000

Oet-18-03 | Sat = = 000:00 036:30 Grand Totals 03630

Use the Schedule bar to determine what punches are missing. In the
above example you can look at the schedule bar and identify that
John forgot to punch In from his break, he’s missing his 1:00pm
punch.

After locating any exceptions, correct them and then click the| » | button
to continue searching for exceptions. If no more are found this message

will display

Mo Exceptions Found
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Chapter 11 — The Global lcon

Using the Global feature located in the Data section of the list bar, you
can add non-work time for multiple employees at one time.

This feature is commonly used for:
e Applying Holiday hours globally to a group of employees.

e Applying non-worked hours, such as Vacation, to an employee
or group of employees for any future date.

Non-Work Time Tab

| Global

| ecaiisie e )

Group Level: Non-Work Time Purge |
IDepartment hd

Group:
IDD1 0-Shipping j Pap Code: Duration
Employee List INUl Selected ﬂ IUUU:UU
Smith, Johi - 0001

Calendar.

s M]T[w[T]F Sﬂ
Febnd | 1] 2|34 8[6]7
15[ 18] 17| 18] 15[ 20[ 21
22| 23| 24| 5] 28] 27| 28

ar 04 112(3|4|5]|6
FlE[9)I0[111213

14| 15[ 16| 17| 18] 19| 20

21) 22| 23[ 24| 25| 26| 27

28| 29| 30| 3 Clear Mates
Apr 14 1|22
415678910

11|12 13| 14]15] 16 WLI

Sort By [T Start Ovemide 02:00 AM Zoply I
( & Mame " Badge

The Non-Work Time tab of the Global icon allows you to add non-work
time to several employees at one time. Select the employees, press and
hold the Ctrl key and click on the date in the Calendar, select the Pay
Code, enter how much time to add and click Apply.
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Recalculate — Select this option if you want to recalculate the database
when adding non-work time for several employees.

If you don't select the Recalculate option you will be asked to
recalculate when you go into the Timecard or Reports icon.

Group - Choose the group that contains the employees you want to
work with, such as All Employees or a certain department or group.

Employee List - Pick employees from the Employee List by holding the
Cttl key and clicking the ones you want.

Pay Code - Choose the type of non-work time, such as Holiday,

Vacation, etc.
Duration - Enter the length of the non-work time in HH:MM format.

Calendar - Choose which day or days this non-work time is for by
holding the Cttl key and clicking on the dates.

The date will only be selected if you use the Ctrl key while clicking on
the date.

Start Override - Click this box if you want to use a start time other than
what you set in the Non-Work Defaults in the Preferences tab of the
System icon. Enter the start time you want to use.

Clear Dates - Click this button to clear the dates so you can start over.
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[ Global
| I ReCaloulate Help @l
Group Level: Monwark Time Purge:
IDepartment ﬂ
Group:
IUm 0 - Shipping j Start Time of Registration(s):
Employes List IDE'18 )
Sl LOsEty Start Date of Registration|s):
ID}W 604 Tue
End Time of Registration[s]:
IUZ.W o PM
End Date of Registration[s):
IUE-T E04 Tue

Sort By Apply I
& Mame " Badge

The Purge tab of the Global icon allows you to remove punches and
non-work time from several employees at once. Select the employees you
want to remove punches or non-work time from, choose the start and
end dates and times to purge, and then click Apply.

For instance, you can use this feature to quickly remove non-work time
you have mistakenly added in the future.

Recalculate — Select this option if you want to recalculate the database
when removing punches and non-work time for several employees.

Note: If you don't select this option you will be asked to recalculate
when you go into the Timecard or Reports icon.

Group - Choose the group that contains the employees you want to
work with, such as All Employees or a certain department or group.
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Employee List - Pick employees from the Employee List by holding the
Cttl key and clicking the ones you want.

Start Time of Registrations - Enter the eatliest time that you want to
start deleting non-work time or punches.

Start Date of Registrations - Enter the earliest date that you want to
start deleting non-work time or punches.

End Time of Registrations - Enter the latest time that you want to
stop deleting non-work time or punches.

End Date of Registrations - Enter the latest date that you want to stop
deleting non-work time or punches.
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Chapter 12 - The Reports Icon

The Reports icon opens the Report Manager. The Report Manager
allows you to run reports on the employee data.

When you open the Report Manager, the “Selector” will display. With
the Selector you see four sections, the Menu and Button Bar, Report
Selection which includes a snap shot of the selected report, Date
Selection and Employee Selection.

PayClock Report Manager - [Selector]

File Format Tools Help - 8 x
Q é Report Selection
Select a Category Sample Preview [Double Click to View]
PR (E Payrall Aeports nom Nzian Employee Non-Work Report
General Information orts
I List Reports A“?:nli?;ng::]\:
Instructions SR Employesdi?, [Not fssigned) Hger 2 ID: R
Select a Report oote L vecaton ] k] honear | ssrionat | Gt |
o Select the Employes tbsentes 3En000! Sat [ o150 a0 [ [
report that is Employee Atendance
needed it Totals (2] (2] a0 ] [
9 Select the date
range of the Missing Punch
report
a Selecllc Date Selection I
emplovees o
repart Period Start Date End Date
o Click the View Other Period “ [ 01012004 T mm| | 03/20/2004 Tue  m|
button to wiew
the: report or Employee Selection I
click the Print
buttan ta print Emploves List (Selected will report) Sort Emplovee List by Options for Employes List
the repart w| Employee00Z, - 0002 -~ @ Name | Show Full Time Employess ~
w| Emploveel03, - 0003 O Badge | Show Part Time Employess
w| Employes004, - 0004 O w| Shows Temporary Employees
w'| Employes005, - 0005 W] Show Seasonal Emplopess ~
w| Employee0B, - 0006
w| Employes007. - 0007
| Employeel08, - 0008 Mote: If an employee does not appear in the Employee List then
| Employe=009, - 0003 check the appropriate items in the Options for Employee List
| Emplayes010, - 0010 above or click the Advanced Button below
w'| Employes011, - 0011 ~

You can run reports on the current pay period, any closed pay period, the
next pay period, certain months, or for a date range.

To make sure you have the latest data, you should poll the clock
before running reports.
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Selecting a Report

Select a Category

Schedule Reports

Select a Repart

Employes Absentes
Employes Attendance
I

g
Future
Missing Punch

Choose the type of report you want under Select a Category.

Choose the report you want to run under Select a Report. When you
select the report a snap shot of the report will show in the Sample
Preview area.

Before you run your report you should use the Format menu to select
how the time, date and employee names are formatted. You can also
set which pay codes will show and how columns and colors will show
using the Tools menu.

Selecting the Time Period

Choose the time period for the report under Date Selection. You can
select the current, next, or any closed pay period. You can also define
your own time period by selecting Other Period.

Date Selection
Period Start Date End Date
Other Period ~ [01/01/2004 T mm| [03/30/2004 Tue  m|

If you choose Other Period the Start Date and End Date field will open,
select the date range for the report.

Selecting Employees to Include

Under Employee List, choose the employee(s) to include on the report.
Employees that will be included on the report will have a check ¥l in the
box beside their name.
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Employee Selection I
Employee List [Selected will raport) Sort Employee List by (Options for Employee List
v| Employee002, - 0002 ~ () Name v Show Full Time Emplopees -~
| Employee003, - 0003 ) Badgs | Show Part Time Employees
| Employee0d, - 0004 O | Show Temporary Employess
v| Employeeds, - 0005 | Show Seasonal Employees e
| Employee00E, - 0006
| Employes0?, - 0007
| Employee00g, - 0002 Mote: If an employee does not appear in the Employee List then
v Employeednd, - 0003 check the appropriate items in the Options for Employee List
v Employesin, - 0010 above or click the Advanced Button below
| Employeedl, - 0011 o
Unzelect Al

Use the Sort Employee List by option to change how employees are
displayed in the Employee List, they can be sorted by Name, Badge
number, or ID number.

At Options for Employee List, choose whether to show Full Time, Part
Time, Temporary, Seasonal, Inactive and / or Terminated employees in
the Employee list.

Check the box ‘Report on Employees with Zero Hours” if you would like
employees to display on reports that do not have any time.

Use the Advanced button to select employees by department or
multiple departments.

A Advanced Employes Selection ¥

Emplopees that appear in the Cmployee List are chosen here
Setect from the Giroup Lint 1o gt & it of the stsigned emplovees
1 the employess that vl appes in the list hom the Employes List

Gt Emplopnns
Gioup List Emplopee Lint Unaslect a8 |
| Al Emglopers: o ~
Mot Assigred o
Assombly o
Paits . - 0005
Packing . - 0005
. - 0008
. -0
. -
.-
S
omz -
) St by Mo () Sorl by Badge

| L R e —
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If you want to run a report that only displays terminated employees,
uncheck all of the boxes under Options for Employee List and select
the Include Terminated Employees check box. You can do the same

thing for inactive employees by checking the Include Inactive
Employees box.

Viewing the Report

Click the Preview button to view the report or double-click the live
Sample Preview in the top right corner of the screen.

ayClock Report Manager - [Selector]

prmat  Tools  Help

Select a Categary Sample Preview [Double Click to View]

I2W 1124 Employee Non-Work Report
cports
List Reparts ABC Company

Preview

leneral Information

i Schedule Reparts 1112004 - SE0CH0L
Instructions P Employeed02, (Mot Assigned) e 21D 000002
Select 4 Repart TR TN MY MY T T
o Select the Ermployes Absentes EET=nTEY om0 om0 a0 ) om
[enoiihatlis Employee Attendance
needed

Totlk o [0 5100 ] om

9 Select the date
range of the
report

Missing Punch

I 2 QT

You can print the selected report without viewing it by clicking on the
Print button.
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Using the Reports Toolbar

When you run a report the reports toolbar will display above the report.
This toolbar allows you to perform certain tasks with the displayed
report. See the illustration below for details on the Toolbar.

. S B ' e = B X

Jonzton, Rebecca ~ Help | Close

& ©|.

Print Save Export E-mail || Design Refresh| Dates Back |Forward

Pt Print the report.

=2 | Save the report data or report design.

Bt Export the report data.

Emal Email the report.

Lesin Modify the report layout.

Refiesh  Refresh the report data.

bates| Modify the date range for the report.
« | =
_Eack [Forward) Scroll through the report pages.
Jonston, Reb - .
SRR Select employees from the list.
@

He Open online help.

Close the open report.
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Printing a Report

With the report displaying click the Print button, the Print window will

open

Frinter

Orientation

() Portrait
) Landscape

Copies

Mumber of copies:

=

Select the printer and set the options before printing the report

Optionz
d ake report fit on one page width
Prirt colors
Do niot print emplapees with zera hours
Frint mare than one employee per page
Group emplopees by department

Selection

(3 Print only the: cumently viewed employee

() Print zelected employess Unzelact Al

v| Employes0l 4,
| Emplayee0l5,
| Emplayec01B,
v| Emplayeell7,
v| Emplayes0l |,
v| Employes0ls,
| Emplayee020,
| Flintstone, Fred

E

Print ] ’ Preview. . ]

’ Cancel

Your default printer will show in the Printer list. To print to a different

printer select it from the Printer list.

Under Orientation select either Portrait or LLandscape.

Under Copies, choose how many copies of the report to print and

whether to collate if you choose more than one copy.

Under Options select which options you wish to use.
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In the Selection section, choose the employee(s) or departments to
include on the report.

When you are satisfied with the settings, click the Print button.

Saving a Report

With the report displaying click the Save button and select Report Data...
The Save Report Data window will display.

= Save Report Data @

Set the file type and name and select which employees to save

File Type
@ HTML [htm)
O Fiepatt Wiiter Fie [m)

File Mame

£:4My Documents\Employes Destails him
Selection
) Save orly the cuntenty viewsd emplogee
() Save selectad employess Unselect &1l
| Emplopesi4, a
| Emplopeciis,
| ErmplopeiiE,
| Erplopes7,
| Ermplopecii3,
| Ermplopecnis, ey
| Emplopesiz0,
! Flrtstone, Fred v

At File Type select either HTML or Report Writer format.

Under File Name, use the default name or type a new name. If you
would like to save the report in a different folder, click the Browse button
and locate and open the folder, then click Save.

In the Selection section, choose the employee(s) or departments to
include on the report.

Click the Apply button to save the report data.

Exporting Report Data

With the report displaying click the Export button and select the format.
The Save As window will display.
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Save As mm
Sevein | [ Detkroo v QFirm-
5 My Doruments
] i My Congaiter
My Recert | WMy Nstuork Flaces
Documents | 3 ]akes Hstory
=
Deskice
My Documents
e
My Computer
Fie pame: Ernloges Detals s »
"_-& Sarvn 1 lype Excel Fies [ 1] - Canced
My Hewodk .

Under

File Name, use the default name or type a new name. If you

would like to save the report in a different folder, click the Browse button
and locate and open the folder, then click Save.

If you choose to export in a Fixed Length File format you will be
prompted to define the amount of characters for each field under
Length.
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Emailing a Report

With the report displaying click the Email button, the E-mail Report
window will display.

& E-mail Report

Select the attachment file type and which employees to e-mail

Attachment File Tupe
() HTML [ htm)
() Report Wiriter File [.rwf]

At File Type select either HTML or Report Writer format.

In the Selection section, choose the employee(s) or departments to
include on the report.

Click the Apply button, your e-mail window will open. Select who you
want to send the report to and click the Send button.

When e-mailing in HTML format it may be necessary to print out the
report in landscape orientation.
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Chapter 13 - The Exports Icon

The Export icon allows you to export your data to payroll. When you
click the Export icon, a window opens with the exporting options you
have setup at the System icon, in the Payroll Export tab.

Creating an Export file
Click the Export icon, the Export Payroll Data box appears.

Export Payroll Data H

Pavrall Interfaces:

ASCI Employes List -

[x] ASCI Emplayee List / ' ages

Period to Export from;
|Eurrent Pay Period j

PayClass

| [

Ewpart | Cloze X |

Under Payroll Interfaces, choose which export you want to create if it is
not already selected.

Under Period to Export from, choose which pay period you want to
exportt.

Click the Export button.
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Chapter 14 — The Close Period Icon

The Close Period icon allows you to close out the current pay petiod.

Closing the Pay Period

The close process moves the current pay period to a historical pay period
and locks that pay periods data. What was the next pay period will then
become the cutrent pay period. After you close your pay period, you can
still run reports and exports, but you cannot edit the closed data. Make sure
that you have finished making all your changes before closing your pay
period.

You may want to export your data first to ensure it is correct before
closing the pay period.

Click the Close icon, the Close Pay Period box appears.

Close Pay Period .

Stands:

Pap Clazsz Lazt Clozed Date

Help @
Apply

Cancel X

Click the Apply button, the Confirm Close dialog box appears. Make
sure the date for the pay period being closed is correct.

If you are not sure if you want to close the selected pay period, click
CANCEL.

Type YES and click OK with your mouse.
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Chapter 15 - Getting Help

The PayClock Interactive Help System is designed with video, audio and
text to help you get the most from your PayClock software. To find help
on a subject, select a Topic and then a subject from the Contents list.

You can also press the F1 key on the keyboard or click on the Help
button to open help that is specific to the window you have open.

Choose Programs from the Start menu then select the PayClock group
and click on the Interactive Help System icon. The viewer contains 4
sections, the Topics window, the Contents, Index and Search window,
the Toolbar and Viewing window.

I8 PayClock Interactive Help System Viewer

» B e = N = @ |,
Play Pause | Stop | Yolume |[Refresh [ Print Back [Forward ||| Update | Options | Help
Topics

IGemeraI Log In

Report Manager
Database Manager Wyhen you first open PayClock, a Log In window appears waiting faor you to enter your
Paprall Export Wizards passwnrd

License Manager
PayClock Catalog L . -
You can choose from two users, Administrator or Guest. The Administrator log in gives
Contents ] Ihdex } Search ] you full access to PayClock, while the Guest does not allow access to personal ermployes
data or wage information; the Guest log in does allow the user to edit timecards and run
teports

= Q@ ‘whelcome to PayClock EZ2

@ My wiork Force
@ The PayClock Menu
4] O Setup List Bar - How to configy
= Q@ Drata List Bar - How to Manage
= @ Using My Work Force
'E Overviews of My wWor
i Period Tatals Sectior
'E Changing how Perioc
'E Employee Section
i Reminders Section
'E Historical Labor Tota
i Changing how Histor
i@ Overview of the Pollicon
- Dverview of the Timecard
0 Overview of the Report ic
+] Q Owerviews of the Export ico
+-- @ Dverview of the Class ico
+-- 48 Glossary
PayClock Features D2
@ Mounting the PC100 Terminal
+] Q Troubleshaaoting & Tips

Once you choose a user, enter your password, The default password is "lathem”. (You
should change it to a unigue password).

Enter your password, then click OK.

To change your password
®  Atthe Log In screen, click the Change button
*  Typein your password under Old Password

e Type in your new password under New Paseword and Confirm New Password,
then click Ok

* (Once you change your password, keep a copy of it in a safe place in case you
farget it
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i

This icon lets you
know that this item is
a video. When you
select this item the
video will play in the
viewing window.

@

This icon lets you
know that there is
more information
about the item. To
expand the list click
on the plus (+) next
to the book and it
will open.

\

B

This icon lets you
know that this item
is a printable
document. When
you select this item
the document will
display in the
viewing window.

Viewing a Topic

From the Topics window click on the desired topic, a list of the subjects
associated with the topic will display in the Contents window.

Click on an item in the Contents list. The details will show in the viewing
window.

Watching a Video

From the Topics window click on the desired topic, a list of the subjects
associated with the topic will display in the Contents window.

Click on the desired video icon and then click the Play button on the
toolbar.

Annual Support Agreements

Annual Support Agreements give you the ultimate in convenience,
productivity and peace of mind. With the Annual Support Agreement,
you don't have to keep track of minutes and you can contact us
whenever you have a question.

¢ Unlimited access to highly trained Technical Support
Specialists for 12 months, with no limits on minutes or
incidents!
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e Unlimited access to Lathem's extensive library of web-
based FAQ's and "tech tips"

e Software updates and enhancements during the
Support Period.

e The best value Lathem offers: If you make even just
one support inquiry a month, you could spend $360US
a year at pay-per-call rates.

Contact Lathem's sales department for pricing on your specific product.
To enroll, call 1-404-691-1065..

Monday-Friday 8:30 a.m. to 4:30 p.m. EST.

Per Call Telephone Support

The perfect option when you want to pay as you go for one-on-one
support.

Assistance from 8:00 a.m. to 7:00 p.m. EST, Monday - Friday.
Convenient billing to your Visa, MasterCard, or American Express.

To receive support on a pay-pet-call basis using your credit card call 1-
404-691-1065.
Email Support

Submit a question through our online knowledgebase and one of our
technicians will respond to your inquiry within 24 hrs.  Our
knowledgebase contains many hints, tips, and troubleshooting items that
will help you get up and going.

http:/ /support.lathem.com

Email support is currently free to registered users of Lathem products.
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Chapter 16 - Troubleshooting

The following section contains common questions and problems as well
as their appropriate resolutions.

To view a complete list of common problems and their solutions,
please visit our knowledge base located online at:

http://support.lathem.com

Issue

Resolution

I can not get the software
to register.

Close all error messages and restart Windows.

Go to the PayClock program group, and double-click
the License Manager icon (the icon is a hammer on top
of a document).

Click the Recovery button and then phone 1-404-691-
1065, and select option 1 to obtain a “Recovery Key”.
You will need to give the agent the “Recovery Code”
generated within License Manager.

While the agent is still on the phone, enter the
“Recovery Key” into License Manager and click Start.

Click the Feature Wizard button and then click Next.

Confirm that “50 employees — 30 demo days” shows up
in the right-hand box.

Click Next and then click ‘“Purchase Software”.

Give the agent the “Purchase Code” from the top of
this screen and then click Finish.

Type in the “Unlock Key” number the agent gives you
and then click Enable.
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What is the password to
login to the software?

The default password is “lathem”.

If you have changed the default password, and can’t
remember your new password, you must call a Lathem
technical support representative who can assist you in
resetting your password.

The last punch for an
employee is not showing
up. How do I fix this?

Verify that you have set a reasonable max day length set,
such as 14 hours.

Click on the day the shift began on in the timecard table
of the affected employee’s timecard.

Move your mouse pointer to where it turns into a bold
down arrow in the lower section of the schedule bar.

Click at the time for the new max day length, beyond the
last out punch (You may find it helpful to zoom out on
the schedule bar in order to do this work).

If needed, press the left or right arrow on your keyboard
to adjust the end-of-day time

Click Insert | New Max Day Length from the menu (or
click the sunset button).

How do I add a missing
punch?

See Chapter 7 — Editing Time Cards for detailed
instructions.

Click on the question matk on the day in question in the
timecard screen. Type the hour of the day. Click on the
minutes, and type the minutes. If it is 2 morning punch,
press the Enter key. If it is an afternoon or evening
punch, press the P key followed by the Enter key.
PayClock will automatically sort the punches into the
proper order.

Does the computer have
to be on all the time, with
the PC100 time clock
connected?

No. The PC100 time clock can run independently. The
computer connection is needed only to poll (obtain
punch data), send the time and date, and to update the
terminal (tell it which badges are allowed to punch).
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I can not connect to the
PC100 time clock to
communicate.

Restart Windows and try communications again.

Make sure the cable plug is pushed all the way up into
the time clock.

Make sure the correct Com Port is selected on the
Setup | System | Terminal screen in the software.

Palm Pilots, other PDA’s, software for an
uninterruptible power supply, a label printer, a GPS
docking station, or scanner can seize the Com Port,
making it inaccessible for use by other programs.

To correct this situaton: Ctrd+Alt+Del|Task
Manager | Processes. End Process on Hot Sync, end
process on Microsoft ActiveSync or any other modules
that might seize a com port.

When an employee tries to
swipe their badge the
clock displays “Invalid
Badge”.

This is an indication that the employee data has not been
updated at the clock.

In the Setup section of PayClock, go to the Terminal tab
located in the System icon and click the Update Clock
button.

I closed a pay period too
soon. How do I re-open it
for editing?

Go to the timecard screen and choose “Not Selected” in
the employee drop-down box.

Click the Close Petiod icon.

Click the Reopen button in the upper right.
Choose Standard for the Pay Class.

Type YES.

Click the Yes button to confirm your intent
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How do I move
PayClock software
another computer?

the
to

Method 1:

On the old computer, use Database Managet to cteate a
backup file.

Install PayClock on the new computer

Use Database Manager on the new computer to import
the file you created on the old computer.

Use License Manager to run Recovery, followed by
Feature Wizard (get keys).

Method 2:

Install PayClock on the new computer.

Copy the contents of the “\database” folder on the old
computer to the new computer, but DO NOT include

the Reports folder, or the files named App.tad,
Feature.tad, License.tad, or Schdindx.tad.
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