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SYSTEM OVERVIEW

The Elko Time Management system is used to manage time evaluation and calculations. It is also
used to perform time corrections, booking of overtime & absenteeism and maintenance of
relevant master data. Time Evaluation can be set to base Time calculations on all the clock
events of the day or the just first in & last out events.

This Elko software solution inherited the openness, flexibility and multi platform aspects of our
payroll system it is based on. The system boasts configurable interfaces with third party access
conftrol system and host systems through TCP/IP, database tables or data files.

For ease of implementation, the system is delivered with a pre-configured rules suitable to most
environments. Shift definitions refinement and company specific rules may be implemented by
either the installer or be contracted to Elko Systems. Customization and implementation training
courses are available.

The sections below describes the day to day use of the system as well as user
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EMPLOYEE SELECTION
The employee selection window is the opening window and also starting point for most
actions. The main focus of this panel is employee selection. Selected employees are
used for reporting, updating clock issues, booking absence and maintenance of
employee master data

On this interface one can:

. Select individuals by category including:
- COMPANY
-  COSTCODE
- DEPARTMENT CODE
- JOB CODE
- PAY AREA
- SHIFT
. Refine selections as required
. Preview and report on the master data for the selected individuals See Reports
. Create Export file/s for the payroll system
. Assign leave in batch mode, see Assign Leave In Batch Mode
. Create shifts, see Shift Definition
. Select menu options or other information types as required

Follow the procedure below for employee selection:
o Categories may be selected from the dropdown list
e Access the web reports
e Either current or terminated persons may be filtered on their status
e Select / further select persons on criteria such as:
- Company ID
- Date of birth
- Partial name entry
- Blacklisted, clock status, etc.
o Deselect highlighted employees
e Use the "Active persons only” check box to include or exclude employees who has been
terminated. Note that the termination date is depicted from the Period From Date
o Select the Time reports button to view the reports dialog

A list of time periods are available for selection from the drop down list. When you want o view
reports older than what is available in the period selection, you can manually change the From
and To dates. If the dates entered match a valid period, the period will be added to the period
selection drop down for this session. If the dates does not match a period they will be displayed
in red and certain reports may not give the desired results.

Period Selection

periudl 4 *l
from __|2|]'15—|]'3—23 vI

Period Selection

periud|2u1 LI 'l
irom . |EEEE |

Versus

Page 5 of 77




@ elko

Available buttons:

DESCRIPTION

ICON KEY WORDS

Activate

Activate Time Evaluation

= Deselect

Remove Selection Criteria as performed in point 1

o

’f Export Payroll Data Create Export File for Payroll System

Refresh Refresh Selected Screen
Assign Leave (Batch Assign leave to employee groups (See Assign Leave In Batch
Mode) Mode)

Time Reports

Run Reports (See Assign Leave In Batch Mode)

@ Exit

Exit to previous level

. Time Management

File Action View Help

AlZ

Period Selection

period|2015 5 -

Status
I Acti

select Time Management
1 ot e >> 9.12-31 . m

valid to - user - acta

m Iﬁ Istartingw'rlh j’ Search I 551

from .. | 2015-08-27 j

I Deselect

o | 2015-052¢ ¥ |

Surname 1D Number cC
NGER } 285245088

ja Employes Selec‘tionl
FEE
m— Time Sheet
77 Time Detai
Employee Data

Absentesism/ OT

Timerun Errors

Audit Report I

Clock Event Errors

o Time Processin:

G, [TmProcessng |
Administration I

Time Processing ——

i Weekly Totals

Last Timerun completed
2015-11-06-08.58.51
Events Paired

NTELEKD 7706215656080
MENZELEL 7 5376085
MAGUEANTA 5204041178083
DECEMEER . | 8006225414084
KELUIES 50245083
PRAETORILS . |B311015174082
EANTOM . |B210145087082
KUMBULEN
MLOMED
DYOS! . _|Bo10110545085
FOSTER 3 235234082
MENZIWA 055414088
SOLOMON . |B103165128087
TSEWU 5008075215085
NDOED 055445084
AN . |B307158223085

WAANTY
MAANYELA . |B01175685083

A0
EASTRACE . |57121752420838
KOLLA 040255085
SAHLUEQ . |77o4120084083
SLADWIN 5002130072082
TULANI
MEANGA . |8s06270450081
ARENDS . |7z11060227085
MAGOYA . |8312230312085
G0 . |BS07126185081
MAZUZA VP . |B111155666081
KOSE NL 7301011574081

A up aEanaIn1onnRa DonnITAL

n I

Connected to database SMARTSRY

NOTE: The result of the selections performed is used for reporting purposes or may be used to
step through the list of persons selected on any of the screens described in the following

sections
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SYSTEMS
TIME PROCESSING

Time runs are automatically scheduled after each of the following:
e Absence booked
e Over fime booked
e Missing in or out clock data corrected
e Clock data for an entire day added
e Clock data imported from readers

The Time processing window displays when the next time run is o take place.

~Time Processing

r Weekly Totals

Tims scheduler. .
Mext cyelz in... 5

Last Timeron completed:
2015-11-10-16.48.50
Events Pairzd |

TIME ERRORS

The red bar indicates Time or Clock errors occurred during the time run for this period.

Time errors typically refer to employees that are not assigned to the correct shift.
See Time run Errors for more details.

~Time Processing ~ Time Processing —
r Weekly Totals r Weekly Totals
Tims schaduler.. Time schaduler..
Mext evelein.. 4 Mext cyelein... 5
Last Timerun comgpleted: Last Timerun completed:
2015-11-10-16 .48 50 2015-11-10-16.48 50
Events Pairad | Events Pairsd |

Clock errors refer to employees who do not have complete clock pairs. (A clock out for every
clock in) See Clock Event Error for more details.

NOTE:

Certain functions such as Reporting & Payroll Exports may issue warnings or refuse
access to said function until such time all relevant errors are cleared.
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SYSTEMS

TIME CALCULATIONS

Time Calculations are triggered by any of the following actions:
e Clock data from reader added to system
e User corrects missing In or Out clock records
e User books absenteeism
e User books over time

TIME CALCULATION SCHEDULING

In addition a scheduled Time Job can be created. This will allow the system to recalculate. The
users have the option to either create a once off Time Job or a reoccurring Time Run.

Select an employee from the company you wish to do the calculation for. Then select the
“Create Time Run” icon

" Time Managemen
File Action View Help

" : - EFr oY
AL JARZISIO

Period Selection ee No.

periudIZ[HE 10 v|

¢ On the Job Schedule window ensure that the correct "Company” and “Work Area”
fields are selected

e Check that the correct "Period Start” and “Period End” fields are selected

e Under "Selected Persons” please ensure that an asterisk “*" is available as this will
indicate all persons for a company

e Click “Schedule” to initiate the Time Run
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(7 Job Schedule =

L
L |

User Mame: Iacta j lob Marne: ICPYlUlﬁREA: MOMNTHLY j

— Occurs Weekly
: [T Repeat

" Period [T kon [T Tue [T Med [T Thu [~ Fi [~ Sat - Sun

—Period

Occurs at: I 00:00
Start Date: |2C|15—11—1CI vI End Date: 2015-11-10 | [C Mo Enddate

—Job Details  Selected Persons

*

Company: I(]l j
Work Arez: [ MONTHLY -]
Period Start: Im

Period End: Im

Payroll Date

SChedulel

. Once the Time Run is completed a dialog will appear to inform the user
. A Time Run takes approximately 15 minutes to complete, depending on the number of
employees in the company

@ Job 'CPY¥: 01 AREA: 01' completed on .. 2015-05-04-15.00.25

e Once the Time Run has successfully completed it is advisable to perform “spot checks”
on employees to ensure the calculations are correct. Employees worth checking are
typically those who have worked a large number of overtime and/or those who are
working shifts outside of their usual shift fimes

o Please see the Time Data and Time Detail screens
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LEAVE BOOKING - BATCH MODE

On this interface one can:

. Assign absences for the configured absence types to an employee for a
selected period
. Assign various absence types to a group of employees for a period

Follow the procedure below to assign leave in batch mode:

. Select the Employee/s using the Selection panel

. Select the employee(s) based on the user specified criteria, i.e. A whole
department

. Click the Assign Leave(Batch Mode) button

. Select the correct dates and absence type

. Click the OK button

Follow the procedure below to View / Print Booked absenteeism:

. Select the Absenteeism / OT panel

. The Time Data screen is displayed

. Select the Preview button from the button bar for a print preview
. Select the Print button from the button bar to print

Select ime Management

user

Imj’ Search | g

Deselect

Absence sub-type

MONTHLY !
MONTHLY PRODUCTION
a s ! o8 o MONTHLY PRODUCTION

M. o MONTHLY PRODUCTION

Start Date 2015-05-04 - MR, B3 o MONTHLY PRODUCTION
3B MR. o MONTHLY PRODUCTION

End Date IW;I SULEN MONTHLY PRODUCTION
B K o MONTHLY PRODUCTION

MONTHLY FRODUCTION

Mo of hours / day 8.5

. |s1o3185128087
. _|soos07s21308s
065445084
. |s3o71s8223085

Time Processin
Gi, [T Proceseng |
Administration aD

EASTRACE 5712175245088
KOLLA . 040255085
SAHLUKD . |770a120884083
GLADWIN . _|zooz150072082
TULANI
MEANGA .| 8506270450081
ARENDS .| 7211080227085
MASDYA 5312230312085
MEOT 5207125185081
MAZUZA . _|s111155888081
KDSE . _|7301011974081

. |sso1173688083

2015-11-06-08.58 51
Evwents Paired I m

Connected to database SMARTSRY
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LEAVE BOOKING - INDIVIDUALLY

On this interface one can: individually
. Assign absences for the configured absence types to an employee for a
selected day

Follow the procedure below to assign leave in batch mode:

. Select the Employee/s using the Selection panel

. Select the employee(s) based on the user specified criteria, i.e. A whole
department

. Select the Time Sheet panel

. Click the Add button

. Select the correct dates and absence type

. Click the OK button

. Click the save button to save the changes

Follow the procedure below to View / Print Booked absenteeism:

. Select the Absenteeism / OT panel

. Select the Absenteeism tab page

. Select the Preview button from the button bar for a print preview
. Select the Print button from the button bar to print

J W << == » e Mlanageme elko@,
Al 1 fes| 1 - ATAIENE
Employee in Company
I 0001 I o Surname Shift Department I-\Flfn
RONDGANGER | SHIFT 3 CLEANERS
| Clock Event ~| Waork Area [MONTHLY -| Lenors
= ———————————
Date Time
Previous |2016:0518  -|[23:00:00 In Date In Time Out Date Out Time | Hours | Day Hrs shift S|  Absence -
IN 2016-05-19  +|[06:00:00 3 | 2016-04-25 064731 | 2006-08-25 165402 | 10a1] 10
T 20060519 ][ 15:0000 2016-04-25  20:18:38 | 2016-04-26  06:00:02 9.69|
2016-04-26  06:50:05 | 2016-04-26  16:54:42 |  10.08]
Nt =] 2016-04-26  20:06:06 | 2016-04-27  06:00:02 sso| 2967

Time pair Hours 200 ) 2016-04-27  06:30:00 | 2016-04-27 15:00:00 8.50] 8.50) ABSENCE SICK
2016-04-28  06:30:00 | 2016-04-28 06:53:16 0.39 ABSENCE SICK
r~ Time Typ 3 2016-04-28  06:53:17 | 2016-04-28  16:54:41 10.02 10.41]

Tmetype ok ] Category - 20160428 20:1159 | 2016-04-20  05:59:50 9.80)

5 | 2016-04-20 0650219 | 2016-04-29 135037 .

2016-04-20  20:08:23 | 2016-04-30  06:00:11
20160503 05:57:24
2016-05-03  06:50:38

2016-05-03
2016-05-03
2016-05-04  05:50:59 0.00}

Cancel 2016-05-04 06:4514 | 2016-05-04 15:31:34 871

15:30:11
16:54:32

2016-05-04  16:54:20 0.00} 871

2016-05-05  05:49:45 0.00)
18] 2016-05-05 | THU | Aoso | eo21 | 2016-05-05 064903 | 2016-05-05 1530115 869 -
r Weekly Totals < m 3
Period Total : I 145.26
Calculated Hours |
’7 Normal | 26.47 Unpaid| 1059 Overtime| 0.0 sunday| 0.0 Holiday| 0.0 snfan| 2.9 shore |
Last Timerun == .
2016-06-28-14 42 14
Events Pairsd | Ancat [ 00 fmiy| 00 10.0.[ 00 mstemiy| 00 sik| 00 Paid |

Connected to database SMARTSRY

Page 11 of 77




@ elko

OVERTIME BOOKING - BATCH MODE

On this interface one can:
. Assign overtime to employee(s) for a selected period

Follow the procedure below to assign leave in batch mode:

. Select the Employee/s using the Selection panel

. Select the employee(s) based on the user specified criteria, i.e. A whole
department

. Click the Create Overtime Booking button

. Enter the start and end date

. Enter the amount of Paid Hours for the employee. These hours are hours per day
and not the total hours for the period

. Click the Book Overtime button

Follow these steps to remove booked overtime:

. Select the Absenteeism / OT panel

. Select the Overtime Booked tab page

. Select the record that you wish to delete

. Click on the Delete button to delete the selected booked overtime

. Click the Save button

(7 = overtime ] . EEIE

Overtime Booking

" TimgWManagemem‘ _ elko(Z,
valid 3 user - d p C—

Start Date 2016-05-02 = starting with ::I Search _51
End Date 2016-05-05 - | Deselect

No of hours / day 30 3 Title ID Number Area Dept
& | we |esoszosasoss ot wonThl |owzaneas |cuzanses B

MoNTALY |2 [ADMIN B

W | wmn |770s03s378088 o1 woNTRY |2 cleanzs By
% | wms |ssouna1tzsoms o1 moNTHLY PRODUETON sees
A | wR |soosz2saracss o1 woNTHY |2 amnm o
L 610305025083 WONTHLY PRODUETION

Book Overtime | Delete Overtime 5 Wi : o PRODUCTION
B MR E X PRODUCTION

Absenteeism/ 0T = - PRODUCTION

s PRODUCTION
Audit Report = M| Vi MR 2 3 M Y PRODUCTION
. 1w s PRODUCTION
= ; s R 3

% | Clock Event Errors. : - 1 5 ; - 1
{64 | Time Processing 2 t e . PRODUCTION
2 ul M MONTHLY PRODUCTION
Administration an v | mR MONTHLY PRODUCTION

* | Timerun Errors

Time Processing

i Weekly Totals

=50 3

oo31 arenps mT | wrs. |7211080227085 o2 MONTHLY PRODUCTION
o032 MAQDYA N Ms.|8312230312085 o2 MONTHLY PRODUCTION
o033 mcog e | wmm|ssorizsissost o1 MONTHLY PRODUCTION
o034 MAZUZA wp | MR |si11155888081 o1 MONTHLY PRODUCTION oY1
o035 s n | ms 7301013874081 o2 MONTHLY PRODUCTION o1
oo3s van e v | mms. |7510230190083 o2 MONTHLY PRODUCTION ovg

2016-06-28-15.34.06
Ewents Paired

Connected to database SMARTSRY
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OVERTIME BOOKING - INDIVIDUALLY

From the Absenteeism / OT panel one can:
e Create overtime booking for the selected employee
e View booked overtime selected period
e Delete wrongfully assigned overtime

Follow these steps to assign overtime:
o Select the Absenteeism / OT panel
e Select the Create overtime booking button
e Enterthe start and end date
e Enter the amount of Paid Hours for the employee. These hours are hours per day and not
the total hours for the period
o Click the Book Overtime button

Follow these steps to remove booked overtime:
o Select the Absenteeism / OT panel
¢ Select the Overtime Booked tab page
e Select the record that you wish to delete
e Click on the Delete button to delete the selected booked overtime
e Click the Save button

5> Time Management
T valid to - 2017-01-31 user - dutoitjp

N W Surname " Shift Department

RONDGANGER SHIFT 3 CLEANERS

End Date |2016-05-13 - ~| Work Area [MONTHLY -
No of hours / day 20

Book Overtime | Delete Overtime

Absenteeism / OT
Audit Report

Clock Event Errors.

4 | _Time Processing

Administration
*| Timerun Errors.

2016-06-28-14.42.14
Events Pairsd |

Connected to database SMARTSRY

Page 13 of 77




@ elko

PAYROLL EXPORTS

The payroll export can set to export the following export files:
e Time Data
e Absence Data - Total hours booked per absence type
¢ Absence Booked - Details of booked absence (date, hours, type, etc)

This procedure should be followed when the Time Management calculations need to be
exported to the payroll system.
e Selectrequired employees on the Employee selection panel. See Employee Selection
e Run the Time Errors report and correct the time errors, if any. See Time Run Errors and
Clock Event Errors
e All Absenteeism should be correctly captured. It is advisable that this is checked. See
Assign Leave in Batch Mode for Batch Mode and Time Sheet for individual
o All overtime should be correctly captured. It is advisable that this is checked. See Book
Overtime
e On the Time Processing panel select an employee representing the company for which
you wish to create a payroll export. Click on the “Export Payroll Data” icon

File Action Wiew Help

AL AR PT

Period Selection Export Pa}'m”Data_ Initial

period 2015 5 ~| o003 [[mA [ RE
e If successful an "Export Completed” message will appear in the bottom left message bar
on the screen

Time Managemend
. Time Manzgement

File Action View Help

S TN .
— << >
= [\ EE m-E-
Period 55"3'7"“" Employee No. Initials
2015 5 o001 MR. RONDGANGER

201 5-04-27

______ 20150524 J ‘ Empl

| Coid Name (o
E I:Empb”e (a1l
Time Sheet 0001 Current E
) [erporeeoon | :
g M Time Run - Company code |[|1 j
P Time Group |RGB Interval MONTHLY ~
< [~ Use Fl {LO times Last Run time: s
Timerun Errors
T | i
Stop Transaction Stop Step  Stop Day I_
| ~betug
- " Single Step
G4, | Time Processing
Adminisiration - Current Tr i
Time Processing Day Index Transaction Step no. Loop no.
i Weekly Totals I
Time schadular.. Scheduled Time Runs
Naxt cycle in... 5 Period Start P g
peat] *

Last Timeren complated:
2015-11-10-16.48.50
Events Pair=d

Export completed!
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e You are new able to view the payroll export file by selecting the *View Payroll Exports”
icon

" Time Management

File Action View Help

, f j Y
ALIARIZIIS

Yiew Paproll Exports
Employee No.

ooog " MH.

pEnudIE[”E 5 "l

’rF‘eriud Selection

e You will be asked to select the file to be viewed. This is found in a predefined location
e.g. C:\VIP\Payroll Exports with a predefined file name e.g. “VIPITF.ASC"

e Check the "Date modified” field to ensure the export was created on the correct date
and time. If the time and date do not correspond with the time you created the payroll

file it is likely that you are viewing an old payroll file. A new export will need to be run
again.

G ) = v > Paroiopon <[] s paiiper ]

Organize » Mew folder = 0 @

4% Favorites = Mame Date modified Type

“Zl Recent Places || VIPITF.ASC 2015-11-1017:13 ASC File
%3 Dropbox
Bl Desktop
& Downloads

I = Libraries

FEL Computer
| © &, TB0569100A (C:)
I g TI30569100A (E:)
b8 KDRY nvigrdae. T ¢ |

File name: WIPITF.ASCt

e Once you are satisfied the payroll file is correct you may select *Open”

e The payroll file opens in Excel, this allows you to easily view the calculated hours for the
period and highlight any employee calculations that appear to be incorrect. You can
then investigate the calculation on Time Management to check for errors

e Such errors would include the incorrect shift being assigned or overtime/absenteeism not
being captured correctly

e If you are satisfied with the results you may import the payroll data file using your payroll
system
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SHIFT DEFINITIONS

On this interface one can:

. Create new shifts
. Alter existing shifts
. Delete shifts

Available buttons:
KEY WORDS DESCRIPTION

g Additem | Add item fo list

Save Save added item
@ Exit Cancel editing /creation of item
;i ‘". Delete Delete selected item from list

Follow the procedure below to add a new shift:
e Click the Add button
e Complete all the fields
e Click OK

Define new SHIFT

Shift I WEEKDAY [T Selected as Template

Descripticn I Mon-Fri

Company Im_ j
ShiftType WEEKDAY -
[T Assign 2 user
Permitted
elkao
Users

UsEer
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File Action

| Shift|SHIFT 1 | Type |WEEKDAY  ~| Iv| Assign

Shift Definitiun]

# Field Description Type Required Time Column
i SHIFTTYPE
NT_START
STARTGRACE
ROUNDSTART
DEDUCTLUNCHAFTER
LUNCHDEDUCTION
PAIDBREAKTIME
NT_END
OT_LIMIT
AUTO_OT
EXFECTEDHOURS
WEEKHOURS
FERIODHOURS
MEXTSHIFT
LATE_ALL START
LATE_ALL END
LATE_ALL RATE
FRIDAYSHIFT
SATURDAYEHIFT
SUNDAYSHIFT
FH_SHIFT
CHANGEDEY
CHANGEDON

oo Shift type (EARLY [ LATE etc.) s
Shift start time
Grace Period for Late Starting
Late start rounding (Y 7/ 2/ N)
Deeduct Lunch after hrs worked
Lunch deduction amount
Paid Brezk Time Allowed
Shift end time
OT Limit (less ignored)
Auto OT Authorization amt
Expected howrs per day
Expected hows per wesk
Expected hours per period
Next weeks SHIFT
LATE allowance Start time
Late allowance End time
Ehift Allowance factorie. 1.5
Ehift for FRIDAYS
Ehift for SATURDAYES
Ehift for SUNDAYE
Ehift for HOUDAYS
Changed by
Changed on

=

SATURDAY
SUNDAY
HOLIDAY

viwattk
2015-11-11-07.20.16

zlz|z|zlz|z|zlz|z |z |=<|<|=<|<|<|<]=<|<]<]|=<|<|=<

el [ R RS el Pl P el el ol S ) PO e | P P e ey
= |t | | |w e (= |~ [n]=|=]=|=]2 [~ |22 |=|w]|2 |~

e Complete above form as required. The table below describes each field, if a
value is required and the type of value.
¢ The currently selected shift may be used as a template for the new shift definition

The tables below lists shift parameters that may be configured by users with authority

Depending on installation requirements, the system may be customized to add more
parameters or remove ones not required
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NORMAL SHIFT PARAMETERS

(Normal shifts parameters may easily be maintained by administrative users)

DESCRIPTION TYPICAL VALUE REQUI DATATY TIME COLUMN
RED PE
Shift type (EARLY / LATE etc.) Description y String SHIFTTYPE
(i.e. EARLY/LATE)

Shift start time 06:00:00 Y Time NT_START
Shift end time 18:00:00 Y Time NT_END
Grace Period for Late Starting 3 Y Minutes | STARTGRACE
Deduct Lunch after hours worked 5 Y Hours DEDUCTLUNCHAFTER
Lunch deduction amount 30 Y Minutes | LUNCHDEDUCTION
Paid Break Time Allowed 30 Y Minutes | PAIDBREAKTIME
Expected hours per day 9.5 Y Hours EXPECTEDHOURS
Expected hours per week 45 Y Hours WEEKHOURS
Expected hours per period 195 Y Hours PERIODHOURS
Next weeks SHIFT SHIFT 2 N String NEXTSHIFT
LATE allowance Start time 16:00:00 N Time LATE_ALL_START
Late allowance End time 04:00:00 N Time LATE_ALL_END
Shift for FRIDAYS Empty or FRIDAY N String FRIDAYSHIFT
Shift for SATURDAYS SATURDAY N String SATURDAYSHIFT
Shift for SUNDAYS Empty or SUNDAY N String SUNDAYSHIFT
Shift for HOLIDAYS HOLIDAY N String PH_SHIFT
Auto Over Time (OT) Authorization amt OorN Y Hours AUTO_OT

DYNAMIC SHIFT PARAMETERS

(Dynamic shifts are used to assign persons to a shift based on the first clock record of the day.
The shift matching the Window's start and end times is assigned to the user for that day)
1st Window start time 04:00:00 Y Time | WINDOWI1START
1st Window end time 08:00:00 Y Time | WINDOWI1END
1st Window SHIFT SHIFT 1 Y String | WINDOW1SHIFT

2nd Window start time 08:00:01 Y Time | WINDOW2START
2nd Window end time 13:00:00 Y Time | WINDOW2END
2nd Window SHIFT SHIFT 2 Y String | WINDOW?2SHIFT

3rd Window start time 13:00:01 N Time | WINDOWS3START
3rd Window end time 23:00:00 N Time | WINDOW3END
3rd Window SHIFT SHIFT 3 N String | WINDOWS3SHIFT
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TECHNICAL SHIFT PARAMETERS

(These parameters are more involved and should preferably be maintained by customization consultants)

Late start rounding(Y /2 / N) N Y String ROUNDSTART

Positive: Accumulate hours up until 195 +or- Y String TIMETYPE

(Period Hours)

Negative: Start at 195 (Period Hours)

and deduct normal hours worked

Shift end grace 0 Y Minutes | ENDGRACE

Early leaving rounding YorN Y Boolean | ROUNDEND

Late Allowance factor i.e. 1.5 1.3 N Decimal | LATE_ALL_RATE

OT Limit (less ignored) 60 Y Minutes | OT_LIMIT

Normal Time (NT) top-up from Over WEEKLY Y String OT_ROUNDING

Time (OT) interval

Early Over Time (OT) limit (less is 30 Y Minutes | EARLY_OT_LIMIT
ignored)

Is Holiday Over Time (OT) booked YorN Y Boolean | BOOKHOLIDAY_OT
Ignore Late coming & Early leaving YorN N Boolean | IGNORESHORTTIME

PT Starts after (no of hours) N Hours PT_START

Rest days Allowed YorN N Boolean | RESTDAYS

Last day of week (i.e. SUN) SUN Y String WEEKENDDAY

Normal Time (NT) top-up source oT Y String TOPUP_NT_FROM

Pay lowest day hours at Short Time (ST) YorN Y Boolean | ST_ASLEASTDAYHOURS
Assign absences booked to Normal (NT) YorN N Boolean | ABSENCE_AS NT
e-MAIL message for absence N String ABSENCE_MSG

Mid Month when shop is quieter than 16:00:00 N Time MID_MONTH_NT_START
usual- Shift start time

Mid Month when shop is quieter than 09:00:00 N Time MID_MONTH_NT_END
usual- Shift end time

Holiday rate multiplier 2 Y Decimal | HOLIDAYRATE

Sunday rate multiplier 2 Y Decimal | SUNDAYRATE
Saturday rate multiplier 1.5 Y Decimal | SATURDAYRATE
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SYSTEMS
TIME MANAGEMENT

1. EMPLOYEE SELECTION
See section above on EMPLOYEE SELECTION

2. TIME SHEET

On this interface one can:

. Correct Time Errors (Employee did not clock IN / OUT)

. Book absence/s perindividual

. View the amount of hours worked per day

. View Normal Time, Afternoon Shift, Overtime, Premium Time, Sunday Time, and
Holiday Time for which the selected employee are be paid for

. Print Time sheet for selected employee

Available buttons:

Add Add missing clock record

(.. Time Mansgement o = |

File Action View Help
Select Time Management

£ >>
'E 1 1 L] e valid to - 9999-12-31 user - acta m

Period Selection Employee No. Initials Shift Department Company Work Are
period |2015 5 ~| 0019 MR. L MAGERMAN [ ovn1 jo1 ~|monTHL -]
from .. | 20150427 ~

to ... |20120524 ~| || -Time Sheet [Clock Data)

4| bpate [pay|mr[outr In Date In Time Out Date out Time | Hours | pay Hre shift s|  Absence |-
E |Empioyee sefection| 1| 2015-05-01 | FRI E041 0150501 050137 ooo]  ooo
= 3| 2015-05-11 [mon | Eoso | Eost | 2015-05-11  07:39:42 | 20150511 153612 7oa] 74
= 3| 2015-05-12 | TuE | Eoio | eoen | 20150512 054354 | 20150512 153331 983] 9
(jl Tme Detail | | [_¢| 2015-05-15 |wep | eoso | eoer | s01505-13  os:a813 | 0150513 153138 a7l em
g 5| 2015-05-12 | THU | 040 | Foa1 | 20150514 0550108 | 2015-05-14 153156 969] 969
= 6] 2015-05-15 | PRI | E020 | Eoe1 | 20150515 0547315 | 20150515 153525 as0] 9
7| 2015-05-15 | sa7 | €030 | Fos1 | 20150516 055447 | 2015-05-16  14.00:40 s10] =10
O || ArEe i@ 6| 2015-05-18 [mMon| Fos0 | Eoa1 | 2015-05-18 200207 | 2015-0518 060327 | 1002] 1009
Timerun Errors o| 20150512 | TUE | eo%0 | eoe1 | 20150515 195253 | 20150520 oso0zde | 1018|101

e 10| 2015-05-20 | WED] E020 | E041 | 2015-05-20 20:31:28 | 2015-05-21 06:06:21 9.58 9.58]
udit Repor
= 11| 2015-05-21 [ THU | ED4D | E041 | 2015-05-21  20:00:05 2015-05-22  06:01:38 10.03] 10,03

12{ 2015-05-22 | FRI | E040 | E041 | 2015-05-22  20:01:17 | 2015-05-23 06:03:29 10.04 10.04]

Clock Event Errors
Time Processing l
1?2 Administration l

Time Processing

' YWeekly Totals

£

&£ 43 T .

&

Period Total : | 104,91

"Calculated Hours |

tormal| 4468 unpaid| 1745 oversme| 0.0  Sungay| 0.0 Honmay| 180  shiean| 0.0 short | |

Last Timerun
2015-11-06-12.49.21
Events Paired

Al +

Annual | 0.0 Family | 0.0 1O.D. | 0.0 Matemity | 0.0 sick | 0.0 Paid |

Ok... Connected to database SMARTSRY
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Add Missing In/Out Time:

. Select the row to rectify
. Make corrections / changes
. Select the Save icon from the button bar

Add clock data for a whole day (In and Out):

. Select the above the new row position

. Right click on the selected row, then click Add from the menu. Alternatively click
the Add button

. Leave the Time Type and Category empty

. Enter the correct In and Out times based on the employees Shift and click OK

. Ignore Time Type fields

— Clock Events

Date Time
Previous | 2015-05-09  -|[05:59:29
IN | 2015-05-10 || 06:00:00
out | 2015-05-10  ~|[15:00:00
Next  [201505-11 - |[o05:55:24

Time pair Hours I .00

~ Time Type

Time Type I vl Category

Ok
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Book Single absence events:

. Select the row above where the new absence is required

. Right click on the selected row and then click Add from the menu. Alternatively
click the Add button

. Enter the correct In and Out times based on the employees Shift that they would
have worked

. Select the Absence Type from the Time Type drop down

. Select the Absence sub-Category

. Click OK to add absence

— Clock Events

Date Time
Previous | 2015-05-09  -|[05:59:29
IN | 2015-05-10  +|[ 06:00:00

out | 2015-05-10  +|[15:00:00
Next | 20150511 -|[05:55:24

Time pair Hours I .00

~ Time Type

Time Type ISICK vl Category IHospital vl

Ok, Cancel |

Note: when an employee is booked 8 hours leave and is expected to work 8 hours normal time
but the employee worked 2 hours before going home. The2 hours worked along with é hours
from the leave will be used to make up normal fime for that day.

Print Timesheets:

. Select the Print button from the button bar
. The Time Data screen is displayed
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3. TIME DETAIL

Available buttons for all tabs on Time Detail Panel:

ICON KEY WORDS DESCRIPTION |
Search Search forrecord

{ 1 Print Print displayed report

A-—| | Preview Print preview of displayed report
—

CALCULATED

On this interface one can:

. View the details of the result of time calculations

. View Normal Time, Afternoon Shift, Overtime, Premium Time, Sunday Time,
Holiday time breakdown for the selected employee on a day to day basis

. View the First-in and Last-out hours determined for this person

. Determine if the correct shift is allocated according to the dynamic shift
allocation

. View the period summary and results

. Verify time adjustments for the past week and period as a whole

rmevngeme ) = ]|

File Action View Help

_E —
O |
Period Selection Employee No. Initials Shift Department Company Work Are
period|2015 5 ~| 001z [mR [ kM MLOMBO [ oyt | [o1 ~|[monTHL <]
from .. W
...... [2015052% ~| | Time Detail - Calculated

.| pate | pay | shiftallocated First IN tastout | Filorrs | wnt | ur | ot | st | bwr | At | BT | DT | OnC

E EERMOyCEISCloTion 2015-04-27 | MON HOLIDAY 00:00:00 00:00:00 000] o000 000 000 ooo| .00 o000 000 0.00] oog

A= [ e Sheet 2015-04-28 | TUE SHIFT 1 05:47:33 1531:43 o73] 821 103 000 ooo| 000 o000[ 000 0oo oog

- 2015-04-29 | WED SHIFT 1 07:00:00 17:00:00 1000] 700 250 0.00[ 000 o000 o000[ 000 0.00] oog
(J Time Detsi

E_E Employee Data

=]

2015-04-30 | THU SHIFT 1 08:00:00 17:05:00 9.08] 6.00f 258 0.00f 0.00] 000 0.00f 000 0.00] 0.00
E= rar

salect Time Management TLE
1 1 i e - 9999-12-31 5 m

valid to user - acta

2015-05-01 | FRI HOLIDAY 07:30:00 17:02:00 9.53] 000 000 0.00; 0.00] 900 0.00f 000 0.00] 0.00
2015-05-02 | SAT SATURDAY 00:00:00 00:00:00 0.00] 000 000 0.00 000 000 000 000 0.00 0.00
2015-05-03 | SUN SUNDAY 00:00:00 00:00:00 0.00] 000 000 0.00f 0.00] 000 0.00f 000 0.00] 0.00
2015-05-03 [ SUN WEEKLY ADJ 00:00:00 00:00:00 0.00] 000 000 000 0.00] 000 000 000 0.00] 0.00
2015-05-04 | MON SHIFT 3 20:05:53 06:00:17 991] 000 000 0.00 000 000 000 000 000 000
2015-05-05 | TUE SHIFT 3 20:07:35 06:00:16 9.88] 0.00 000 0.00; 0.00] 000 000 000 0.00] 0.0C0
2015-05-06 | WED SHIFT 3 20:07-59 06:04:33 994] 000 o000 000 000 000 000 000 0.00] 0.00
2015-05-07 [ THU SHIFT 3 20:10:47 06:01:45 9.85] 000 000 0.000 0.00] 000 000 000 000 000
2015-05-08 | FRI FRIDAY 20:09:13 06:04:13 992 000 992[ 0.00; 0.00] 000 000 000 0.00 0.0C
2015-05-09 | SAT SATURDAY 00:00:00 00:00:00 0.00] 000] 000 000 00D 000 000 000] 000 000
2015-05-10 | SUN SUNDAY 00:00:00 00:00:00 0.00] 000 000 0.00f 0.00] 000 000 000 0.00 000
2015-05-10 [ SUN WEEKLY ADJ 00:00:00 00:00:00 0.00] 000 000 0.00; 0.00] 000 000 000 0.00 000

Timerun Errors

Audit Report

g\% I Clock Event Ermrsl
Jf"i. Time Processing I
r‘f—gl Administration |

~
111 il

Ay

Time Processing 15] 2015-05-11 | MON SHIFT 2 11:09:39 203129 o36] 784 102] ooo] 000 ooof ss0f oo0) 000 oo .
4 m [

i Weekly Totals | . |
UT=UspsidTime OT=Overtize  ST=SundsyTim=  HT=HolidsyTim  Filo Hrs I 201.53' 103,53 4269| u,uul 0,00 18,00 14,uu| u,uul u,uu|13,ua
AT=5hift Allowa:s BT=Break Time DT =Day-off Time OTC = Converted @ OTC =Converted OT
Calculated Hours
’7 Normal | 102.14 Unpaid | 4269 Overtime| 139 Sunday| 0.0 Holiday|  18.0  sniftAl| 140 Break| 0.0

Last Timeron AL

2015-11-06-08.58.51

NT CALCULATIONS

On this interface one can:
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. View the details of the result of normal time calculations

. View Normal Time, Shift, Late Time, Grace Time, Lunch Time, Break Time, Early
leaving and calculated over time for the selected employee on a day to day
basis

. View the First-in and Last-out hours determined for this person

. Determine if the correct shift is allocated according to the dynamic shift
allocation

. View the period summary and results

. Verify time adjustments for the past week and period as a whole

- R —————

File Action View Help
E select Time Management
<« > [] E%

1 1 0 [ | - valid to 912-31 user - acta ]

Period Selectinn—| Employee No. Initials Shift Department Company YWork Are

period|2015 5 < [mr. [ sB BANTOM |[ oyn1 [o1 ~[[monTHL -]
from ..[ 20150427 <]
______ |2015-05.24 -

jg Employee Selectiunl

A==

=

i Time Detai
Employee Data

Absentesism/ OT

NT Calculations (62)

[

Date D-Shift SHIFT First-in Lastomt FiloHrs (Shift -Late +Grace -Lunch =Break - Absent -EarlyL =COT) =NT

r

20150430 SHIFT1 SHIFT1  00:00:00 00:00:00 0.00 0.00 0.00 2.00 0.00 000 0.00
2015-05-01 SHIFT1 HOLIDAY 00:00:00 00-00-00 0.00 0.00 0.00 0.00 0.00 0,00 0,00 0.00 0.00 0.00
SHIFT 3 SHIFT 3 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00

2015-05-05 SHIFT3 SHIFT3  20:16:17 06:02:49 978 950 0.00 0.00 0.00 0.00 0.00 0.00 000 000

0.00 9.00 0.00

R

Il

2015-05-04 20:15:29 06:00:35 975

20150506 SHIFT3 SHIFT3  20:15:01 06:01:33 .78 9.50 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00

Timerun Errors

2015-05-07 SHIFT3 SHIFT3  20:28:28 06:01:17 955 950 000 000 000 000 000 000 000 000

Audit Report 2015-0508 SHIFT3 FRIDAY 20:24:23 06:0L:19 9.62 300 000 000 000 000 800 000 000 000

2015-05-11 SHIFT1 SHIFT1  0549:38 15:32:28 971 200 083 000 0350 000 050 000 000 817
Clock Event Errors. o e o - -

2015-05-12 SHIFT1 SHIFT1  05:54:55 15:32:20 962 900 092 000 050 000 050 000 000 808

Time Processing 2015-05-13 SHIFT1 SHIFT1  05:50:13 14:02:38 821 900 084 000 050 000 050 045 000 771

Administration 2015-05-14 SHIFT1 SHIFT1  05:50:21 15:3418 9.73 9.00 0.84 0.00 0.50 0,00 -0,50 0.00 0.00 8.16

. . 20150515 SHIFT1 SHIFT1 054835 15:31:31 9.72 9.00 0.81 0.00 0.50 000 050 0.00 000 819
Time Processing o ~
20150518 SHIFT3 SHIFT3  20:17:23 06:01:28 9.73 9.50 0.00 0.00 0.00 0,00 0,00 0.00 000 0.00
i YWeekly Totals 2015-05-19 SHIFT3 SHIFT3  20:22:52 06:02:17 9.66 9.50 0.00 0.00 0.00 0,00 0,00 0.00 000  0.00
= 20150520 SHIFT3 SHIFT3 201634 06:02:30 9.77 9.50 0.00 0.00 0.00 0,00 0,00 0.00 000 0.00
ST ——— 20150521 SHIFT3 SHIFT3 202001 06:02:57 9.72 9.50 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
I— 20150522 SHIFT3 FRIDAY 20:19:15 06:00:03 5.68 .00 0.00 0.00 0.00 0,00 8,00 0.00 000 0o0lH
Last Timeron
2015-11-04-13.14.37 REPORT  totals IM I | 153-33” 164‘°°| 4-93” °‘°°| 3-°°| ‘3‘00” -“-Wl 0“‘5" °-°°| 8573
Events Paired | < I ] r

_ok. lconnectedto database SMARTSRY
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OT CALCULATIONS

On this interface one can:
. View the detailed results of overtime calculations
. View Normal Time, Shift, Overtime total, Early Time limit before shift starts, Late
Time limit after shift ends, Overtime, Overtime converted, unpaid time, Confrol
Time and Premium Time breakdown for the selected employee on a day to day

basis

. View the First-in and Last-out hours determined for this person

. Determine if the correct shift is allocated according to the dynamic shift
allocation

. View the period summary and results

. Verify time adjustments for the past week and period as a whole

[ Time Management [P
I

=
Select Time Management -
1 l A I e - 9999.12.31 o m

valid to user - acta

Action View Help

Period S'3|‘3':|i'1|1_| Employee No. Initials Shift Department Company Work Are

2015 5 | 0010 MR, | sB BANTOM [ ovn1 ] [o1 | MONTHL - |
. [2015-0427 »
...... 2015-05-24 ¥

EH Employee Selectinnl
A==
— Time Sheet
Time Detail
Employee Data

Absenteeism / OT

OT Calculations (63}

Date D-Shift SHIFT First-in  Last-out  ( OT Total - ET limit- LT Limit -OT -OT conv.) =UT Control PT

201504-27 SHIFT1  HOLIDAY  00:00:00 00:00:00 000 000 000 000 0.00 0,00 000  0.00
SHIFT1  SHIFT1 104 000 000D 000 0.00
SHIFT1  SHIFT1 000 000 000 000 0.00
SHIFT1  SHIFT1 000 000 000 000 0.00
SHIFT1  HOLIDAY 000 000 000 000 0.00
SHIFT1  SATURDAY 000 000 000 000 0.00
SHIFT1  SUNDAY 000 000 000 000 0.00
SHIFT3  SHIFT3 000 000 000 000 0.00
SHIFT3  SHIFT3 000 000 000 000 0.00
SHIFT3  SHIFT3 000 000 000 000 0.00
SHIFT3  SHIFT3 202828  06:01:17 000 000 000 000 0.00
SHIFT3  FRIDAY 202423 06:01:18 000 000 000 0.00
20150509 SHIFT3  SATURDAY 00:0000 00-00:00 000 000 000 000 0.00 0,00 000  0.00
201505-10 SHIFT3  SUNDAY  00:00.00 00.00:00 000 000 000 000 0.00 0,00 0,00
[ ———— 2015-05-11 SHIFT1  SHIFT 1 05:49:38  15:32:28 104 000 000 000 0.00 104 104
Nexter i 2015-05-12 SHIFT1  SHIFT 1 05:54:55 153220 104 000 000D 000 0.00 104 1,04
[~ || 200513 smFT1  sEFTL 05:50:13  14:02:58 000 000 000 000 0.00 0,00 0.00 1

2015-04-28 15:32:11

00:00:00

2015-04-29 00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
20:15:29

2015-04-30

2015-05-01

Timerun Errors

Audit Report

Clock Event Errors
(o Time Processing l
Administration l

Time Processing

i ‘Weekly Totals

2015-05-02 00:00:00
00:00:00

06:00:35

2015-05-03

2015-05-04

2015-05-05 20:16:17  06:02:49

2015-05-06 20:15:01  06:01:33

2015-05-07

2015-05-08

Last Timerun complated:
12 REPORT  totals: Iz“3 I ‘ 33.06' a.uol 0.00" u.:ll 031 H 33.06' :uml 0‘ou|
2015-11-04-13.14.37 -
Events Paired | < i ] 3

ok Jconnected to database SMARTSRY

Page 25 of 77




@ elko

TIME COSTING

On this interface one can:
. View the detailed results of time calculations
. View Shift, Hourly rate, Normal Time + Holiday time + Booked Absenteeism total,
Short Time, Short Time Cost, Overtime, Overtime Cost, Shift allowed time, Shift
allowed cost and Total cost breakdown for the selected employee on a day to
day basis

. View the First-in and Last-out hours determined for this person

. Determine if the correct shift is allocated according to the dynamic shift
allocation

. View the period summary and results

. Verify time adjustments for the past week and period as a whole

File Action View Help

= e Time Management JEJL&%}
E R <« ¥ g
=94 1 1 E 3 valid to - 9999-12.31 i

user - acta

Period S'3|'3[7“'J“_| Employee No. Initials Shift Department Company Work Are

period|2015 5 <] 0010 MR. | sB BANTOM [[ ovm1 |01 | monTHE <]
from .. | 2015-04-27 VI
______ |2015.us»24 'I

jg Employee Selectiunl
= Time Sheet
=

Time Costine (64)

Date ACTUAL SHIFT Hrly rate NT+HT+ABS  NT-HT=ABS cost ST ST cost OT OT cost AT ATcost Total cost

2015-04-27 SHIFT1 HOLIDAY 15.00 0.00 13500 000 000 000 000 000 0.00 135.00

(.,Z Time Detail
E g Employee Data
==}

Absenteeism/ OT

2015-04-28 SHIFT1 SHIFT1 15.00 826 12390 000 000 000 000 0.00 0.00 123.90

2015-04-29 SHIFT1 SHIFT 1 15.00 0.00 0.00 0.00 0.00 0,00 0,00 0.00 0.00 0.00
SHIFT 1 0.00 000 000 000 000 0.00 0.00
SHIFT 1 0.00 0.00 0.00 0,00 0,00 0.00 0.00
SHIFT 1 0.00 000 000 000 000 000 0.00
SHIFT 1 0.00 000 000 000 000 000 0.00
SHIFT 3 0.00 000 000 000 000 000 0.00
SHIFT 3 0.00 000 000 000 000 000 0.00
SHIFT 3 0.00 000 000 000 000 000 0.00
SHIFT3 SHIFT3 0.00 000 000 000 000 000 000 0.00 0.00
SHIFT3  FRIDAY 0.00 000 000 000 000 000 000 0.00 0.00
2015-05-09 SHIFT3 SATURDAY 15.00 0.00 000 000 000 000 000 000 0.00 0.00
SHIFT3  SUNDAY 0.00 000 000 000 000 000 000 0.00 0.00
SHIFT1 SHIFT1 8.17 12255 000 000 000 000 000 0.00 12255
SHIFT1 SHIFT1 0.00 0.00 0,00 0,00 0.00 0.00
SHIFT1 SHIFT1 000 000 000 000 0.00 0.00

2015-04-30 15.00

2015-05-01 15.00

Timerun Errors

Audit Report

P
é’}é‘] Clock Event Errors.

J"--;. Time Processing

r‘f—gl Administration

Time Processing

' ‘Weekly Totals

Time scheduler.
Next cyclein... 3

—

Last Timerun complsted
2015-11-04-13.14.37
Events Paired | 4 n ] 3

| ok. lconnectedto database SMARTSRY

2015-05-02 15.00 0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00
0.00

2015-05-03 15.00

2015-05-04 SHIFT 3
SHIFT 3

SHIFT 3

15.00
2015-05-05

15.00

2015-05-06 15.00

2015-05-07 15.00

2015-05-08 15.00

2015-05-10 15.00

2015-05-11 15.00

2015-05-12

15.00 8.08 12120 12120

2015-05-13 15.00 Tienill 115.65 115.65

‘RIPDRT l'-f>l'-2l15=|1“5 I 4:0.00' 43.73' 993.55' o.ool o.ool o.:ll nﬂsl a.oul o‘ool 1,003.:3'

-
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4. EMPLOYEE DATA

On this interface one can:

. Maintain Employee data as needed (normally employee data is downloaded
from customers Payroll System VIP, SAP)

. Check if employee data is correct

. Capture employee fingerprint

. Assign access tags to employee which is used to assign the employee to the

correct reader
. Blacklist an employee

Follow the procedure below to display employee data:

. Select employees with either their company ID or Surname as search criteria
. Select the Search button
. The Employee Data screen is displayed

Available buttons:

ICON | KEY WORDS

Add

|

e

DESCRIPTION

Add new employee

Save

Save record

Create number range

Create Company ID range

Enrol Finger

Capture fingerprint

Change Person to New Company

Move employee to another company

New Access Configuration

Set access tags
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le Action View Help

™ ﬁ’ E select | . Time Management
'E = ‘h i @ E 3 valid to - )1 user - acta m
Period Selection Employee Mo, Initials Shift Department Company Work Are
2015 5 - 0001 MR [ A RONDGANGER | oPEn |01 j\MoNTHL‘j
REIE A
|201E»05»24 _=| ||-Personel Data
Company ID  [0001 IDfPassport [3605205245000 Full Names  [ASHRAF
E IEmpluyea Selecbonl

= _ Title MR. ~| Name |A IRONDGANGER Known as ASHRAF
= =] e | '

= Birthdate 1986-05-28 Telephone |I]1 22502384 Marital Status I 'l

Time Detail

Company |u1 ~|Work Area [MONTHLY | Shitt
Absentesism/ 0T

Department IPRODUCTION ~|CostCode | ~| Labour CAT
Timerun Errors
Audit Report I Position { Job I - | e-Mail | Renumeration 15.00

- Access Data
. @ Badge No IW I” Restrict weekend access
@ Tags I Weekend ! PH Access
ing || She revi d I— Unique ID
" Weekly Totals || Start Date |2014-02-10 | End Date [9993-12-31 ~|  Laptop S/N

Start Time | 00:00:00 EndTime| 23:59:59

Y

&)

K
%

Clock { Access data

v Black Listed Blacklist reason Last Clocked J0 Reader AntiPassback Last Scanned
on..|2l115—11—l]3 |45 | = Anti—Passback|

Current Site Current Area

Events Paired | - | Last Changed by ]DUTOITJP on |2|]15_11_|]3

Ok...
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SYSTEMS

5. ABSENTEEISM AND OVERTIME

On this interface one can:

. View booked absenteeism for the selected employee, during the selected
period. Book absenteeism using the Overtime Adjuster Module

. Select employees with either their company ID or Surname as search criteria

. Optionally select a group of employees (refer back to 3 Employee selection)

. View overtime booked for the selected employee during the selected period.

Book overtime using the Group Overtime Module

Available buttons:
_ICON | KEY WORDS DESCRIPTION

O Search Search forrecord
. 4 | Print Print displayed report
=
A="1 | Preview Print preview of displayed report

File Action

Period Selection

period|2015 5 -

from .. | 2015-04-27 -

Employee No. Initials

o0s8 (MR [ LA

Select

[

NANGU

valid to -

Time Management

9999-12-31

Department

user - acta

Company

Work Are

[ ~|MoNTHL ]

to | 2015-052¢ +|

o |
4 [t |

Abzertesism fOT

Timerun Errors

5
Audit Report I

Clock Event Errors
Time Processing l
Administration I

Last Timerun completed
2015-11-10-10.45 48
Events Paired

DATE ACTION

TYPE TIME

CREATED ON

2015-03-13 OVERTIME BOOKED
2015-05-19 ABSENTEEISM BOOKED

OT  02:00:00
SL 05:00:00

2015-11-10-10.45.47
2015-11-10-10.45.47

No of lines: 2

Connected to database SMARTSRY
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6. TIMERUN ERRORS

On this interface one can:

. View the probable cause of Time not running for individuals

. When a scheduled time run fails fo complete a run for all the employees in a
specified company or pay areq, it is logged here

. Use the logs to frace why an employee does not have calculated hours

. View the employee based on Company ID and error description

Typical Error Messages:

ERROR MESSAGE DESCRIPTION SOLUTION

No Shift assigned to The employee is not Assign the employee to a shift
assigned fo a shift in the Employee panel

No shift defined The employee is assigned Assign employee to an
fo a shift that does not exist | existing shift in the Employee
anymore Data panel

Error reading TIMEGROUP for The company is not Assign the company fo a Time

company: assigned fo a Time Group Group in the Administration

panel

" Time Mansgemen . ==
File Action WView Help
salect Time Management
1 1 « 10 Jof] 11 ¥ 9999 12.31 g m

valid to - user - acta
Period Selection
period | 2015 5 'l
from .. | 2015-04-27 vl

[ [2015-0524 ~]

Employee No. Initials Shift Department Company Work Are

0012 MR. | KM MLOMBO [ ovn1 | jo1 ~|[moNTHL -]

Time errors reported

Company Pay Area | Job Name Error Time Employee No Error Description -
MONTHLY |Timerun 2015-11-06-05.09.52 0005 No Shift Assigned to
MONTHLY |Timerun 2015-11-06-05.09.53 0007 No 5hift Assigned to

MONTHLY |Timerun 2015-11-06-05.09.54 0008 No Shift Assigned to
 MONTHLY Timerun  2015-11-06-0510.00 | 0009 No Shift Assigned to

53 I Employee Selection

A==

ime Sheet

ime Detail

Employee Data

Absenteeism/ OT

Timerun Errars

]
Audit Report I

Clock Event Errors
Time Processing
Administration

] 3

No of Errors : 4
Connected to database SMARTSRY

2015-11-06-08.38.51

Events Paired I
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7. AUDIT REPORT

On this interface one can:

. View any changes / actions performed by any user on Time Management
. Specify a time period for the audit
. Print the audit report

Available buttons:

ICON KEY WORDS DESCRIPTION |
D Search Search for record

. 4 | Print Print displayed report
=7
4="1 | Preview Print preview of displayed report

Select Time Management
0 %

£ user -

Period Selection Employee No. Initials Department Company Work Are

period 2015 5 <] 0058 [[mn [ La NANGU [o1 ~|[moNTHL ~]

from .| 20150427 ~|

to | 20150524 |

2015-01-05 EVENT MODIFIED 07:32:18 2015-01-13 16:13:23
2015-01-05 EVENT MODIFIED 11:59:25 2015-01-13 16:13:23
2015-01-05 EVENT MODIFIED 12:58:51 2015-01-13 16:13:23
2015-01-05 EVENT MODIFIED 16:44:54 2015-01-13 16:13:23
2015-01-06 EVENT MODIFIED 07:30:18 2015-01-13 16:13:23
2015-01-06 EVENT MODIFIED 12:02:04 2015-01-13 16:13:23
Timerun Errors 2015-01-06 EVENT MODIFIED 12:55:16 2015-01-13 16:13:23

Audit Report I 2015-01-06 EVENT MODIFIED 16:43:31 2015-01-13 16:13:23

2015-01-07 EVENT MODIFIED HF2 07:29:12 2015-01-13 16:13:23

Clock Event Errors 2015-01-07 EVENT MODIFIED TPl 11:59:43 2015-01-13 16:13:23
Time Processing 2015-01-07 EVENT MODIFIED HF? 13:04:33 2015-01-13 16:13:23

. " 2015-01-07 EVENT MODIFIED HF1 16:32:21 2015-01-13 16:13:23
Administration
2015-01-08 EVENT MODIFIED HF2 (07:35:45 2015-01-13 16:13:23

Time Processing 2015-01-08 EVENT MODIFIED TPl 11:53:53 2015-01-13 16:13:23
m 20150108 EVENT MODIFIED ~ HF2 125247 20150113 16:13:23
2015-01-08 EVENT MODIFIED TPl 164311 2015-01-13 16:13:23

20150109 EVENT MODIFIED ~ HF2 07:24:43 2015.01-13 16:13:23
20150109 EVENT MODIFIED TPl 1135803 20150113 16:13:23
2015-01-09 EVENT MODIFIED ~ HF2 13:10:09 2015-01-13 16:13:23
20150109 EVENTMODIFIED TPl 16:57:00 2015.01-13 16:13:23
20150110 EVENTDELETED  CS1 (07:44:36 20150113 16:13:24

Absertesisn fOT

2015-11-10-10.45.48
Events Paired

Ok... Connected to database SMARTSRY
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8. CLOCK EVENT ERRORS

On this interface one can:

. View missing In or Out clock times that causes daily totals to be calculated
incorrectly
. Select a person for clock error correction/s

Follow the procedure below to provide missing times:

. Double click the row to rectify
. You are taken to the Time Sheet screen to fill in the missing clock data
. Select the Save icon from the button bar from this screen

Available buttons:
O ORD ) RIP O

i Print Print displayed report

A="1 | Preview Print preview of displayed report

File Action View Help

! " I I « = ?.il{ecil 3 Time Management

valid to - user - acta

Period Selemiﬂnﬁ Employee No. Initials Shift Department Company Work Are
period|2015 5~ [f[Z00T0T] MR | sB BANTOM [ ovn1 [0 ~|[MoNTHL ~ ]

from .. | 2015-04-27 vl

| 20150524 +| ||-Clock Event Errors
Date Day In Date In Time ‘Out Date Out Time

2015-04-28 TUE 2015-04-28 06:31:20

2015-05-22 FRI 2015-05-22 06:42:01

2015-05-22 FRI 2015-05-22 10:34:45

2015-05-01 FRI 05:59:29

2015-05-01 FRI 06:02:54

2015-05-22 FRI 2015-05-22

2015-05-01 FRI 06:04:22
Absenteeism/ 0T 2015-05-04 | MON 15:35:07

Timerun Errors 2015-05-15 FRI 2015-05-15 20:19:07

2015-05-16 SAT 2015-05-16 06:12:07
Audit Report I
2015-05-20 | WED 2015-05-20 15:39:35

~ 2015-05-01 2015-05-01  06:01:19

55 2015-05-21 2015-05-21
Time Processing 2015-05-23 2015-05-23 14:01:15
2015-05-01 2015-05-01  06:05:14

Administration

2015-05-01 2015-05-01  06:01:37
Time Pr i 2015-05-01 2015-05-01  06:02:44
2015-05-04
i Weekly Totals 2015-05-08
= 2015-05-01 2015-05-01
2015-05-01 2015-05-01
2015-05-01 2015-05-01
2015-05-1% 2015-05-1%
2015-05-20 2015-05-20
2015-11-06-08.58.51 2015-05-16 2015-05-16

Events Pairsd
Ok... Connected to database SMARTSRY

E@@ m‘ a1
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9. TIME PROCESSING

On this interface one can: (for Customization & Testing only)

. Select employee/s to run time evaluation for

. Select employees by either their company ID or Surname as search criteria
. Time evaluation can be run per selected Employer (Company Code)

. The Date for the Time Evaluation period must be selected using the Period

Selection panel
Follow the procedure below to run Time Evaluation: (for Customization & Testing only)

. At the Employee No. field type in the employee’s company id (COID) or At the
SURNAME field type in the employee’s surname

. Select the activate(A) button from the button bar and allow enough time for
time processing to complete (3 seconds per employee)

. Select the Create Time Run button from the button bar to define a custom Time
Processing job

. Upon completion the Time Data tab will be selected (as seen below)

. The Time Processing screen is displayed

Available buttons:

ICON KEY WORDS DESCRIPTION
Add Employee to List Add employee to time run list

Accepft Selection to List | Accept added employee to time run list

Activate Time Evaluation | Start time run for accepted employee(s)

] |

Create Time Run Create time run schedule

Export Payroll Data Create Export File for Payroll System
A= | View Payroll Export Preview the payroll export

Stop Stop current time run
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(L. Time Menagement
File Action View Help
1] 7 N Select ] g
AL AR IO i
Period Selection Employee No. Initials Company Work Are
period 2015 5 ~ 0059 [[mn [ 1a NANGU | MONTHL ]
from .. | 20150427 -
~Time Data - in debug mode

to ... | 20150524 ~] ‘_Empluyees I

Column Contents

g Employee Selection
FEE
I Time Sheet |

Time Detail

Time Run - Company code Il]1
Time Group IRGB Interval MONTHLY

I Use Fl /LO times Last Run time:

Absenteeism/ OT

Timerun Errors

:IAudrt Report —Dubug Action
Stop Step  Stop Day |
D

Stop Transaction
ebug

e
,_Q{x__.f‘“ Clock Event Errors I
@& I ™ Single Step
Q4. |_Time Processing
r‘f—gl Administration l i Current Tr

Step no.  Loop no.

Day Index Transaction

Scheduled Time Runs

Time Processing

i Weekly Totals

Time scheduler..
Next eyelein... 4 Period Start |R

2015-11-10-10.45.48

Events Paired

Invalid
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10. ADMINISTRATION of DEPARTMENTS, COST CODES etc.

On this interface one can:
e Maintain the following items that are linked to a company:
- Company
- Cost code
- Department Code
- Time Periods

e Maintain the following items:
- Job code
- Labour category
- Pay Area
- Public Holidays
- Site
- Title

o Set up the hardware(clock readers)
- Area
- Conftroller
- Location
- Reader
- Reader group
- Reader type
- Reader version
- Tags

e Maintain various Shift Parameter options (Customization only)

Follow this procedure to maintain Administrative items:
o On the Administration panel select the relevant item
o Click Add to add new item.
e Fillin all the fields
e Click save to add the item
¢ To Remove an unwanted item, select it in the detail pane and click delete
¢ Click save to save the changes
¢ If you do not save any changes, you will be prompted to Save or Cancel before moving
fo next item

Available buttons:

DESCRIPTION
Add item Add item to list

[ save Save added item

@ Exit Cancel editing /creation of item

; ) Delete Delete selected item from list
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SYSTEMS

File Action View Help

- Time Management
EEE T valid to :

ation tems Detail

Ad

Period Sel

period 2015 7 j ! 2oeY
from .| 20150628 -
|2015-07—26 -

[#- PRONTO
JoB

- PAY AREA
PUBLIC HOLIDAYS

SITE
Absenteeism / OT .. TITLE

Timerun Errors - Shift Parameters

3 e
Audit Report H

CONTROLLER
oo
Time Processin l READER
sy = 2 READERGROUP
Administration l READERTYPE
READERVERSION
TAGS

2015-11-06-08.58.57
Events Paired

Connected to database SMARTSRY
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Sefting up the Hardware (Readers)

Employees are assigned to reader by giving them access tags. Each access tag
belongs to a reader group and each reader belongs to a reader group. Thus it is
possible for one tag belong to multiple readers. This means that the user does not have
to assign employees to every single reader but instead to a group of readers.

Cash office Personnel office

D

7 Main office

Back entrance

Board room

N

Reception

TAG GROUP DESCRIPTION READER

Reception

ET ENT Entrances and personnel office Back entrance
Personnel office

co COF Cash office

MB MBO Board room and main office Boqrdrogm
Main office
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SYSTEMS
11. REPORTS

Follow the procedure below to run Reports:
e Select the Reports button (Refer back to 3 Employee Selection)
o Select a Report from the drop down list
e The Report screens are displayed

Available buttons:
ICON | KEY WORDS  DESCRIPTION |

Print Print full Report

;j Summary Report Summarised report
w Export Export to File

;; Printer Setup | Printer Setup Wizard

P"Sm Close Close the report panel

Select Report required and specify Search Criteria

@ (éj tw/ Q Report Selection

Print Summary Export Printer Setup Close 1 TIME ERRORS (P)
~ Date 2 TIME VARIATIONS (L}

fmm,,,| 2015-04-27 to,,,| 2005-05-24 € Specify € Today = Past

6 TIME SHEET (P)

7 TIME CHECK (L}

11 TIME DATA (L)

12 ABSENCES (L)
ZECETEAL 13 ATTENDANCE HOURS (P}

|clocked: first | |1ast | |# Both © out © In 16 TIME & OT DATA (L)

15 LEAVE ACCRUALS (L}

20 ABSENT or LATE (L)

= Mone [T Show absenteeism when not expected tq21 100% Attendance (L

& Company

" Date

€ Department / CC [¥ Shosr records only when hours differ

~ Time and Hours worked

~ Group by.. Absenteeism

I~ Show absenteeism only when booked

" Ermployee
o [~ On Seperate Pages

Initializing reports
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The user is able to change either the selected employees or the period without closing the
report window. Move the report window out of the way and make the selection changes.

i+, Time Mai

File Action View Help

, L :; Select - a = - e 3 |

A i ﬁ | 15 >> JM
Status | starting with — Search S

o7 |1 acepemansomy|| > =1 2l Loeorm] -

— j |I]I]I]3 Deselect

[ onumoer [compom] Aes | cC [ oo |

2 MONTHLY PRODUCTION

2 NTOZINI R « MONTHLY BAKERY PRODUCTION
_'—I NTELEKD: 1 R [ MONTHLY PRODUCTION

MENZELELI ! MONTHLY | BAKER) PRODUCTION
MAQUKANYA : ! MONTHLY PRODUCTION

DECEMEBER L MONTHLY PRODUCTION

KELLIES 3 « MONTHLY PRODUCTION

Employee Data PRETDRI i 1 [ MONTHLY PRODUCTION

BANTOM 3 L L MONTHLY PRODUCTION
KUMBULENI s L. 3 L MONTHLY PRODUCTION

Absenteeism / OT
MILOMBO 3 < WMONTHLY PRODUCTION

Timerun Errors

Audit Report
Sedect Repeet required and specify Search Criteria

Clock Event Errors 7 = | , s
4 Time Processing Print Sm!y Expert | Prietes Setup | Close
MANTYI
L Ot
Administration fomi [ BBED o [ BBGEE O sty Tody

CRAMFORD
Time Processing Time and Heurs warked

SAHLUKD
GLADWIN

™ On Seperate Pages

Done .

2015-11-10-16.48.50 -
rras vree wi | s lzamntiezans e e v 1

Events Pairsd ] T | 3

Connected to database SMARTSRY
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SYSTEMS

o Select printer setup tfo and set the following:

Page orientation (landscape / portrait) is automatically selected by Time
Management, the user no longer needs to change this with various reports
Select the correct printer

Click setup

Specify pages that you wish to print and colour

Paper size (commonly A4)

Printers:

Brother MFC-7440M Printer on Nel5;
C30e Card Printer on Mel3:

Microsoft XPS Docurment Writer on Mel(:
Fax on Mell:

Brother PC-FAX v.2.1 on MNel4:

C30e Card Printer (Copy 1) on Me02:

Layout | Paper/Quality | Printer Function |

Orientation:

Portrait

Page Order:

Front to Back
Page Format
Pages per Sheet

[] Draw Borders
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11.1. TIME ERRORS REPORT

The Time Errors Report is used to view the missing in and Out Clock Events for the Selected
Persons / Period.
Missing events are corrected on the Time Data Screen.
For this Report screen one can:
e Specify specific dates on which to run the report
e Print the detail report or a summary report
e Print detail report on separate page per employee
e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Select the Time Errors report from the dropdown list
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Print button to print the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Time Errors report screen is displayed

Select Report required and specify Search Criteria

& QJ .;QG

Print Summary Export Printer Setup’ Close
— Dats

from : I 2015-01-05 to: I 2015-01-16 " Specify ¢ Today @ Past Week

— Time and Hours worked

~Group by..————————————— - Absenteeism
& None

¢ Company

" Date

(" Department / CC
" Employee

[ On Seperate Pages

Initializing reports | Done ... ‘I
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SYSTEMS
TIME ERRORS JELEO

DATE TIME COID DESCRIPTION READER
2012-07-04 0E230¢ 4237 NO OUT CLOCKING - In at Readex... 1050
2012-07-04 050820 <286 NO OUT CLOCKING = In at Reader. .. Loi2
2012-07-018 054207 4206 NO OUT CLOCKING = In at Readex... Loiz
2012-07-02 054747 4288 NO OUT CLOCKING -~ In at Readerx... Loz4
2012-07-02 ~40833 42882 NO IN CLOCKING - Cut at Readex... Lozs
2012-07-03 052232 4288 NO OUT CLOCKING - In at Readex... 1024
2012-07-03 140720 4288 NO IN CLOCKING - Cut at Reader... Lozs
2012-07-04 054131 4288 NO OUT CLOCKING = In at Readerx... Lo24
2012-07-04 140230 4288 NO IN CLOCKING - Cut at Reader... Lozs
2012-07-05 0853943 4288 NO OUT CLOCKING - In at Readex... L1024
2012-07-08 140807 4288 NO IN CLOCHING -~ Cut at Readex. .. 1023
2012-07-06 054044 42839 NO OUT CLOCKING - In at Readerx... Loi4
2012-07~0€ 140811 4288 NO IN CLOCKING - Cut at Readex... L02s%
2012-07-04 171450 4303 NO OUT CLOCKING - In at Reader... L0zZ4
2012-07-08 054612 4314 NO QUT CIOCKING - In at Readex... 0i2
2012~-07-02 05421¢ 43515 NO OUT CIOCKING - In at Readex... 1024
2012-07-02 142821 4315 NO IN CLOCKING - OCut at Reader... Loz7
2012-07-03 053424 43138 NO OUT CLOCKXING - In at Readex... L1024
2012-07-03 142208 4315 NO IN CLOCKING - Cut at Readez... Loz7
2012-07-03 142238 4319 NO IN CLOCKING ~ Cut at Readex... Loz23
2012-07-04 083729 4318 NO OUT CLOCKING = In at Readerx... Lo24
2012-07-04 142604 43195 NO IN CLOCKING - Cuv av Reader. .. Loz7
2012-07-05 053527 43135 NO OUT CLCCYXING - In at Readex. .. L0224
2012=-07=05 142907 4313 NO IN CLOCKING - Cut 3t Readex... Loz7
2012-07-0€ 084024 4319 NO OUT CLOCKING = In at Readerx... Lo24
2012-07-0¢ 1427588 4319 NO IN CLOCKING - Cut at Readex... Lo21
2012-07-07 053200 43195 NO OUT CLOCKXING - In av Readex. .. LDz4
2013-07-07 181040 43195 NO IN CLOCKING - Out at Readex... L1023
2012-07-02 133502 4336 NO OUT CLOCKING - In at Reader... 1022
2012-07-02 220246 433¢ NO IN CLOCKING - Cut at Reader... Lrozs
2012-07-03 132314 433¢ NO OUT CLOCKING - In at Readex... Loz22
2012-07-03 22042¢ 433¢€ NO IN CLOCKING - Cut atv Reader... L0223
2012-07~04 131449 433¢ NO OUT CLOCKING = In at Readex... Lo24
2012-07-04 220501 4338 NO IN CLOCKING - Cut at Reader... L1023
2012-07-05 133307 433¢€ NO OUT CLCCKING - In at Readex... 1024
2012-07-05 220254 433¢ NO IN CLOCKINC - Out at Readex... Lo2s3
2012-07-0€6 130847 433¢ NO OUT CIOCKING - In &t Reader... Loz2
2012-07-06 220323 433¢ NO IN CLOCKING ~ Cut at Readerx... L023
2012=-07=07 172459 433¢ NO OUT CLOCCKING = In at Reader... Lozz
2012-07-08 060334 433¢ NO IN CLOCKING - Cut at Readex... L1023
ArSqiTineErrors 2012-08=-02 13:52:06 Page 1
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11.2. TIME VARIATIONS REPORT

The Time Variations report generates an employee report based on the user’s criteria. This is
especially useful to view individuals who clock after or before a specified time frame. This report

also reports on individuals who fail to meet or exceed the specified on site hours.

For this Report one can:
e Specify specific dates on which to run the report
e Specify a clock in and out time to report against
e Specify minimum or maximum hours worked (with 1 —24)
e Print the detail report or a summary report
e Print detail report on separate page per employee
e Export the data as a comma delimited file

Follow the procedure below to display employee data:
e Select the Time variations report from the dropdown list
e Select Today to specify today’s date
e Select Specify fo choose any date required
¢ Select the Clock event direction you wish to report on

e Clickin the Clock first field and/or Click in the Clock last field and enter your desired

times
e Select the Print button to print the report
e Select the summary button o print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e Select employees as described in Employee Selection
e Thereport preview screen is displayed

Select Report required and specify Search Criteria

G o |H |4y

Print Summary Export Printer Setup Close

~Date

from: | 2015-01-05 to: | 2015-01-16 € Specify ¢ Today % Past Week

 Time and Hours worked

Direction

Clocked between I 0710  and |1?:ﬂﬂ @ Both " Out { In Hours exceeds I less than

rGroup by.——————————— [ Absentesism
& MNone

" Company

" Date

" Department / CC
" Employee

[” On Seperate Pages

Initializing reports Done...

Page 43 of 77




@ elko

003t

112051
LTPTEL
ITTE1L
00:LTTT
00-8e-91
Sra0al
LTLFTT
TEEETT
SO°BTTIT
TTRTEL
TE6TF1
FHOEFL
FPTEl
00:LE9T
IT-EF91
1TTe91
TEEr91
FEFFAL

LO0 LS

0EFE0T
TIPE80
ECPEED
SFOITT
9ETE0T
TI6e11
00PEETT
SPLTOT
TETRLD
LT:ET-60
SOTORE0
CCT0R0T
0T-80°1T
EFFTLD
SFEELD
TI6T-LD
ST:0£-LD
ST-TE-LD

NI L54T3 LMESTY

oo E8'18 BE'TE SSIVLOL LHOdEH 81 SSENTT 1E0dEd
ono £E19 6276 TELOL
90 EIT 10 DONIATZOHE I50¥N O TT-T0r5T0T 6L
BET Log 10 DNIAMZIEY 20HEM d 0T 10rs1aT 6L
6T 95T 10 DNIAMZIEY 20HEM d j2ig (g it 6L
LT0 Lo 10 DNIAMZIEY TNVI0ME B IT-10rE 10T 9L
(a4 [ 10 DNIAMZIEY TNVI0ME B 0T 10rs1aT 9L
o oFF 10 DNIAMZEY TNVI0ME 2 LOrTOrETal 9L
o 10 10 DONIATEOTE VANGNOSYIN N TT-T0-510T FL
Tt ol 10 DONIATEOTE VANGNOSYIN N OT-TOS10T FL
I¥e FE 10 DONIATEOTE VANGNOSYIN N S0 TOrET0T FL
we ¥ 10 DONIATEOTE EVAVIA T TT-T0-510T 42
ECT LFE 10 DNIATEOTE DONEVELT H G0 T0re10T 1L
a0°0 8FF 10 DNIATEIHE DHEAVELT H 801010 1L
T 1T 10 DNIATEIHE VONVEISN d TT-T0rET0T 0oL
FEE 6 10 DNIATEIHE IHOHITTEONE G0-TOrETOT L
'8 e 10 DNIATEIHE IHOHITTEONE 801010 L
IE8 686 10 DNIATEOHE IHOHITTEONA LOrTOreTor L
£E°8 e 10 DNIAMZET IHOZITTE0NE SOr10rs1aT L
s e 10 DNIAMZET IHOZITTE0NE g (g it L
IELTI0M TEHNETd AdD LAE0 HTIENS  LINT ALV aroa
z 103 T SEYS8M A3pUsTE)

SNOILVIYVA HWI.L




@ elko

11.3. TIME SHEET REPORT

This report highlights each individual Clock Event for the Period selected as well as displaying the
Time Evaluation Results

e On this Report screen one can:

e Specify specific dates for which to run the report

e Print detail report on separate page per employee

e Specify a clock time in and out time (with 00:00:00)

e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Time sheet report from the dropdown list
e Select Today to specify today’'s date
e Select Specify to choose any date required

e Select the Print butfton to print the report

e Select the summary button to print a summary report

e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog

e The Time Sheets report is displayed

Select Report required and specify Search Criteria

@ | r&ﬂ | %{ Q Report Slection

6 TIME SHEET (P)

Print Summary Export Printer Setup Close

~Date

e | 2015-01-05 e | 2015-01-16 " Specify (" Today (% PastWeek

~ Time and Hours warked

~Group by, —————— [~ Absenteeism
* Mone

" Company

" Date

" Department / CC
" Employee

[7 On Seperate Pages

Initializing reports Dene... "
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SYSTEMS

TIME SUMMARY REPORT m

ol 7 NAME 1 ENGELBAECHT Known As IOHN
DEPT. 400 shift Assigned  SaL 45
DAY DAY
NAME IDATE Inat  Outat IN TIME OUT TIME HOURS HOURS
7 2015-03-26 HFZ TPL 2015-03-26-D7.17.16 2015-03-26-16.44.22 9.45 0.45
7 2015-03-27 RCZ s} 2015-03-27-08.11.15 2005403-27-17.00.02 881 &81
7 2015-03-28 HFZ |aoo 2015-03-28-07.47.14 2015-03-28-18.00.00 10.21 10.21
7 2015-03-29 HF2 oo 2015-03-29-07.53.2% 20115-03-29-17.00.00 911 811
7 2015-03-30 RCZ RC1 2015-03-30-D8.12.30 2015-03-30-13.09.44 435
7 2015-03-30 RC2 HF1 2015-03-30-13.40.45 2015-03-30-16.57.32 328 823
7 2015-03-31 HFZ RC1 2015-03-31-07.31.30 2015-03-31-17.01.46 .50 .50
7 2015-04-01 HFZ HF1 2015-04-01-07.27.30 2015-04-01-16.34. 25 812 8.1z
7 2015-00-02 HFZ TFL 2015-04-02-07.19.57 2015-00-02-16.56.53 9,62 9,62
7 2015-04-13 HFZ 2015-04-13-D7.24 20 0.00 0.00
7 2015-00-14 HFZ RC1 2015-04-14-07.27.35 2015-04-14-12.17.16 483
7 2015-04-14 RCZ RC1 2015-04-14-13.13.12 2015-04-14-16.28.33 326 B.O8
7 20150415 HF2 RC1 201504-15-07.37.37 2015-04-15-16.45.08 913 813
7 2015-04-16 HFZ RC1 2015-04-16-D7.12.35 2015-04-16-12.24. 18 5.20
7 2015-04-16 RC2 RC1 2015-04-16-13.00.14 2015-04-16-16.32.45 354 874
7 2015-04-17 HFZ RC1 2015-04-17-07.12.58 2015-04-17-16.30.36 2.23 929
7 20150420 HFZ HF1 2015-04-20-07.14.23 2015-04-20-16.32.22 9,30 8,30
Totals for person: 7 Raw hours worked 118.60
PAID HOURS
NT: 59,54 AT 0,00 PT: 0,00 5T: 9,11 HT: 15,00
oT: 0,00 ut 0,00 DT: 0.00 XT: 0,00
SignedOn: ___ SignedBy:
NT = Notmal Time AT = Shift Allowance PT = Premium Time 5T = Short Time HT = Holiday Time XT = Absence Time
OT = Owver Time  UT = Unallocated Time DT = Day-off Time
ArsgiTimeSheetd 2015/04/21 21:31:56 Page.. 1
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11.4. TIME CHECK REPORT

The Time Check report generates an employee report based on the user’s criteria. This is
especially useful to view individuals who exceeds their lunch breaks or does not meet expected
hours worked.

For this Report one can:
e Specify specific dates on which to run the report
e Specify minimum or maximum (only for detail report)
- Sunday time
- Overtime
- Breaktime
- Normal time + Holiday time
- Payment due
- hours worked (with T —24)
- Normal time
- Holiday time
e Thereportis grouped by Cost Code
e Print detail report on separate page per employee
e Print the detail report or a summary report
e Export the data as a comma delimited file

Follow the procedure below to display employee data:
e Select the Time check report from the dropdown list
e Select Today to specify today’s date
e Select Specify fo choose any date required
e Select the Check Field to specify the field that you wish to report on
e Enter “Hours exceeds” or “Hours less than”
e Select the Print button to print the report
e Select the summary button o print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e Select employees as described in Employee Selection
e Thereport preview screen is displayed
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SYSTEMS

Select Report required and specify Search Criteria

.;@&

Print Summary Printer Setup

—Date
from : I 2015-04-27 to: I 2015-05-24 [ Specify “ Today % Past Week Check Fieldl v|

— Time and Hours worked

Departments Hours exceeds I

-|[ is less than|

— Group by.. Absenteeism
* MNone

{~ Company

" Date

{~ Department / CC
= Employee

[~ On Seperate Pages

Initializing reports
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For this Report one can:
e Specify specific dates on which to run the report
e Specify a minimum or maximum values for (Only for details report)
- Sunday Time
- Breaktime
- Overtime
- Hours worked
- Normal time
- Holiday time.
- Normal fime + Holiday time
e Print detail report on separate page per employee
e Print the detail report or a summary report
e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Select the Time data report from the dropdown list
e Select Today to specify today’s date
e Select Specify fo choose any date required
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Print button to print the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Time data report is displayed

Select Report required and specify Search Criteria

& {QJ%,S

Print Summary Export Printer Setup Close

—Date

from : I 2015-04-27 to: I 2015-05-24 ' Specify r'Today {* Past Week CheckFieIdI 'l

— Time and Hours worked

Hours exceeds

is less than

—Group by.. Absentegism
 Mone

& Campany
 Date

¥ Department / CC
= Employee

[” On Seperate Pages

Initializing reports
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@ elko

e Specify specific dates on which to run the report

e Print the detail report or a summary report

e Print detail report on separate page per employee
e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Absence report from the dropdown list
e Select Today to specify today's date
e Select Specify to choose any date required
e Inthe Group by... Group box select Company, Department, Employee to group the
data to be printed accordingly
e Select the Print button to preview the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Attendance Hours report screen is displayed

Select Report required and specify Search Criteria

%@ @;ﬁ@

Print Summary Export Printer Setup Close

— Date

s | 2015-05-21  to: | 2015-05-24 % Specify " Today " Past Week

~ Time and Hours worked

~ Group by.. Absentesism
€ Mone
 Company

" Date

& Department / CC
 Employee

[ On Seperate Pages

Report view Report data preparation
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@ elko

11.7. ATTENDANCE HOURS REPORT

The Attendance Hours report displays hours worked for each category e.g. Normal Time,
Overtime 1.5, Overtime 2, Sunday Time and booked Absence Hours.

For this Report screen one can:
e Specify specific dates on which to run the report
e Print the detail report or a summary report
e Print detail report on separate page per employee
¢ Export the data fo a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Attendance Hours report from the dropdown list
e Select Today to specify today’s date
e Select Specify to choose any date required
e Inthe Group by... Group box select Company, Department, Employee to group the
data to be printed accordingly
e Select the Print button fo preview the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Attendance Hours report screen is displayed

Select Report required and specify Search Criteria

@ | o] |H |4y

Print Summary Export Printer Setup Close

 Date

Frremee | 2015-01-05 e | 2015-01-16 O Specify  ( Today (% PastWeek

~ Time and Hours worked

~Group by, ———————————— [~ Absentecism
& Mone

" Company

" Date

" Department / CC
" Employee

[” On Seperate Pages

Initializing reports Done ..
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Company
Campany 01 Attendance Data m
and '
Overtime worked
Calender weeks: 13 to: 14
C/Ho: 7 HAME - JOHN MISS 1 ENGELBRECHT DEPT: 400
Time Rew Hrs Hours OT /iSun + FT) Abzerces
Ay ™ aoT Total NHormal Shift Unpaid P-Hol 1.5 2.0 Leave

0%-25 0G:a0:af|00:00:0 0.00] 0.00) 0.00 0.00| 0.00 0.00] .00 g.00
02-26 07:e1T7:1j1Ee 442 545 B .45 0.00| 0.00| .00 0.00| 0.00| 0.00
oE-27 08:11:117:00:0 B_81] 7 .81 0.00 0.00) 0.00) 0.00] 0.00 0.00
02-29 07:47:1j18:00:0 10.21 §.21 0.00| 0.00| 000 0.00| 0.00| 0.00
03-2% 07:53: 2|17 00:0 5_11 0.00) 0-00] 0.00) 0.00 0-00] 5.11 0.00
02-20 08:12:3||16:57:3 B.75 7.75] 0.00] 0.00 0.00) 0.00] 0.00| 0.00]
02-31 07:31:3}|17:01:4 5_50| B_50 0_00| 0.00) 0.00) 0-00| 0.00 0.00
o4-01 07:27:3||16:34:2 .12 B.12 0.00 0.00| 0.00 0.00] 0.00| 0.00]
04-02 07:19:3||16:56:3 5.EZ B.EZ2 o.00 0. 00| .00 0.00| 0.00| 0.00
o4-03 0g:00:0f|00:00:0 0.00] 0.00) 0.00 0.00) 7 .50 0.00] 0_00| 0.00]
04-04 0.00| .00 0.00| 0.00| .00 0.00| 0.00| 0.00
04-03 000 0.00) 0_00| 0.00) 0.00) 0-00| 0_00| 0.00)
04-0€ 0.00] 0.00) 0.00 0.00| 7 .50 0.00] 0.00| 0.00]
04-07 ] 000 0.00) 0_00| 0.00) 0.00) 0-00| 0_00| 0.00)
o4-08 00:00:0f(00:00:0 0.00] 0.00) 0.00 0.00) 0.00) 0.00] 0_00| 0.00]
04-0% oo:00:oljo0:00:0 0.00| 0. 00| 0.00| 0.00| .00 0.00| 0.00| 0.00
04-10 00:00:0f|00:00:0 0-00] 0.00) 0-00] 0.00) 0.00 0-00] 0_00| 0.00]
04-11 Qo:od:oloo:00:0 0.00| 0. 00| 0.00| 0.00| .00 0.00| 0.00| 0.00
04-12 00:00:0f(00:00:0 000 0.00) 0_00| 0.00) 0.00) 0-00| 0_00| 0.00)
0a-13 Q0000 00:0 0.00| 0. 00| 0.00| 0.00| 000 0.00| 0.00| 0.00
04-14 07:27:3)|16:28:3 5.02 B.02 0.00| 0.00| .00 0.00| 0.00| 0.00
04-15 0T 37:3|16:45:0 5.13 B.13 0.00] 0.00 0.00) 0.00] g.00 g.00
04-1¢ 07el1Z:e3)|1E:32:4 5.34 B.34 0.00| 0.00| .00 0.00| 0.00| 0.00
o4-17 OT:12:5)|16:30:3 525 B.25 0.00 0.00| 0.00 0.00] .00 g.00
04-13 Q000000000 0.00| 0. 00| 0.00| 0.00| .00 0.00| 0.00| 0.00
04-1% OG:a0:af|00:00:0 0.00] 0.00) 0.00 0.00) 0.00) 0.00] 0.00 0.00
04-20 07:14:2||16:32:2 5.30 B.30 0.00] 0.00 0.00) 0.00] 0.00| 0.00]
04-21 0000000 00:0 000 0.00) 0_00| 0.00) 0.00) 0-00| 0.00 0.00
TOTALS 120.85 9%_54 0.00| 0.00| 15.00 0.00| 5.11 0.00|
Category TOTALS: 120.65 55 .54 0.00 0.00 15.00 0.00 9.11 0.00
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11.8. TIME & OT DATA REPORT

Authorized Overtime generates a report highlighting Overtime that has been authorized and
worked.

e On this Report screen one can:

e Specify dates on which to run the report

e Print the detail report or a summary report

e Print detail report on separate page per employee

e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Authorized Overtime report from the dropdown list
e Select Specify to choose any date required
e Inthe Group by... Group box select Company, Department, Employee to group the
data to be printed accordingly
e Select the Print butfton to print the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select Close to exit the Report Dialog
e The Time and Overtime Data report is displayed

Select Report required amd specify Search Cribersa

5 gﬁe‘

Summary | Expert  [Printer Setup|  Close

16 TIME & OT DATA (L)

from: | MSG105 g | L5-0L-16  Specify  © Todsy 7 PastWeek

Tiree and Hours worked

[T On Seperaste Pages
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@ elko

11.9. LEAVE ACCRUALS

The Leave Data Report Generates a Booked Absenteeism / Leave report. This report is
categorized into the separate department codes.
For this Report screen one can:

e Specify specific dates on which to run the report

e Print the detail report or a summary report

e Print detail report on separate page per employee

e Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
o Select the Leave Data report from the dropdown list
e Select Specify to choose any date required
e Inthe Group by... Group box select Company, Department, Employee to group the
data to be printed accordingly
e Select the Print button to preview the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Leave Data report screen is displayed

Select Report required and specify Search Criteria

@ (r&ﬂ | t@( Q Report Selection

19 LEAVE ACCRUALS (L)

Print Summary Export Printer Setup Close

~Date

e | 2015-01-05 e | 2015-01-16 " Specify (" Today (% PastWeek

~ Time and Hours warked

Absenteeism

[7 On Seperate Pages

Initializing reports Dene... "
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11.10. ABSENT OR LATE REPORT

The Absent or Late Report shows the individuals that where either late or absent during the

specified date range.

For this Report screen one can:
e Specify specific dates on which to run the report.
e Print the detail report or a summary report
e Print detail report on separate page per employee
¢ Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Absent or Late report from the dropdown list
e Select Specify to choose any date required

e Inthe Group by... Group box select Company, Department, Employee to group the

data to be printed accordingly
e Select the Print button to preview the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Leave Data report screen is displayed

Select Report required and specify Search Criteria

rgd @ @ Report Selection

20 ABSENT or LATE (L)

Print Summary Export Printer Setup Close

—Date
from: | 2015-05-18  go: | 2015-05-19 @ Specify " Today ¢ PastWeek

— Time and Hours worked

~ Group by.. Absenteeism

[” On Seperate Pages

Initializing reports
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11.11. 100% ATTENDANCE REPORT

The 100% Attendance Report shows the individuals that where not late or absent during the
specified date range.

For this Report screen one can:
e Specify specific dates on which to run the report.
e Print the detail report or a summary report
e Print detail report on separate page per employee
¢ Export the data to a comma delimited file

Follow the procedure below to display employee data:
e Click the Employee Selection button
e Select employees as described in Employee Selection
e Select the Absent or Late report from the dropdown list
e Select Specify to choose any date required
e Inthe Group by... Group box select Company, Department, Employee to group the
data to be printed accordingly
e Select the Print button to preview the report
e Select the summary button to print a summary report
e Select Export and choose a file name and save the file
e Select close to Exit the Report Dialog
e The Leave Data report screen is displayed

Select Report required and specify Search Criteria

Print Summary Export Printer Setup Close

—Date
fmm;l 2015-04-27 t0;| 2015-05-24 " Specify (" Today PastWeek

— Time and Hours worked

—Group by.. Absenteeism

[” On Seperate Pages

Report view Report data preparation
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12. ACCESS EVENTS

The Events view report shows the scans from all of the readers, whether they are clock points or

not.

Access this report by clicking on View Followed by Access Events.

Tirne Configuration
Shift Definition
Administration

Chertime Authorization

Web Reports

Access Events

lonly

| COID

Istartingw
|I]I]I]3

v Coid

surname

Title

0001

RONDGANGER

For this Report screen one can:
o Select Access Codes to be reported on:

- Al
- Access event
- Clock event
- Blacklisted
- Expired
- Card unknown

MR,

BEO5Z

e Specify specific dates and fimes on which to run the report.

e Specify the following fields:
- Category
- Location
- Site
- Area
- Group
- Readers
e Printthe report

e Export the data as a comma delimited file

e Export the data to an Excel file

Follow the procedure below to display the report:
e Specify the dates and times

e Select each reader individually or a group of them by choosing a Area, Group, Location

or Site. Or a combination of these fields

e Click the search button fo retrieve the results
o Click the View Report button to preview the report
e Click Save to File or Export to Excel choose a file name and save the file

o Click close to Exit the Report Dialog

Buttons available on this panel:
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Search

DESCRIPTIO
Search for access events on selected readers

Exit Exit to previous panel

Save to file Save report to coma delimited text file

Create Excel File | Export report to Excel file

View Report Print preview of displayed report

File Action Wiew Help

Place of Work

2015-10-12 =

2015-10-12
23:59:05

Reader Clockings / Scans Persons on Site Tracking of Individual

Date Time Code| Reader Reader Location
2045-10-12 10:45:58 IT SERVER. ROOM MO EMPLOYEE DATA FOUND!
2015-10-12 10:48:51 PLANT 2 CLOCK IN 0002 MNR SW NTOZIMI
2015-10-12 20:05:10 PLANT 2 CLOCK IN 0013 MR. L MAGERMAN
2015-10-12 20:20:08 PLANT 2 CLOCK IN 0003 MNR. WM NTELEKD
2015-10-12 20:08:01 PLANT 2 CLOCK IN 0016 MR. J SOLOMON
2015-10-12 20:15:57 PLANT 2 CLOCK IN 0014 MR. NB FOSTER
2045-10-12 19:37:44 PLANT 2 CLOCK IN MRE. MT ARENDS
2015-10-12 20:21:06 PLANT 2 CLOCK IN MRS. T SAHLUKO
2015-10-12 19:37:18 PLANT 2 CLOCK IN MRS5. FP BROWN
2015-10-12 18:37:51 PLANT 2 CLOCK IN MRS. HR VAN DWK
2015-10-12 055822 PLANT 2 CLOCK IN MS. B NGALD
2045-10-12 20:08:06 PLANT 2 CLOCK IN MR. APK FRANCIS
2015-10-12 20:20:42 PLANT 2 CLOCK IN MR. 5 SIQAZA
2015-10-12 15:02:43 PLANT 2 CLOCK IN MO EMPLOYEE DATA FOUND!
2015-10-12 15:35:15 PLANT 2 CLOCK IN MO EMPLOYEE DATA FOUND!
2015-10-12 20:05:24 PLANT 2 CLOCK IN 0024 MRS. HN KOLLA
2015-10-12 20:24:02 PLANT 2 CLOCK IN D065 MRS. PP SIQOKD
2045-10-12 20:08:35 PLANT 2 CLOCK IN 0027 MS. LM GLADWIN
2015-10-12 15:02:27 PLANT 2 CLOCK IN MO EMPLOYEE DATA FOUND!
2015-10-12 DE:52:44 PLANT 2 CLOCK IN MO EMPLOYEE DATA FOUND!
2015-10-12 13:33:17 PLANT 2 CLOCK IN MO EMPLOYEE DATA FOUND!
2015-10-12 14:43:01 IT SERVER ROOM MO EMPLOYEE DATA FOUND!
2015-10-12 20:42:10 PLANT 2 CLOCK IN 0054 MR. 5 YSTERMAN
2045-10-12 14:42:54 IT SERVER. ROOM MO EMPLOYEE DATA FOUND!
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SYSTEMS

EVENTS REPORT JELKU
~F-SYSTEMS —
DATE TIME CODE RDR LOCATION NAME DEPT. COMPANY
DATE OF EVENTS: 2015-10-12
2015-10-12 10:49:58 I a010 IT SERVER ROOM MO EMPLOYEE DATA FOUNDI
51012 10-48:51 | ARd0 PLANT 2 CLOCK 1N 0002 MNR SW NTOZINI BAKERY ol
5-10-12 20:09:10 | AD40 PLANT 2 CLOCK 1N 0019 MR. L MAGERMAN o1
2015-10-12 20:20:09 | ADA0 PLANT 2 CLOCK 1N 0003 MHNR WM NTELEKD 20 o1
2015-10-12 20009:01 | Apan PLANT 2 CLOCK 1N 0016 MR, | SOLOMON 01
20151012 W0:19:57 I Anan PLANT 2 CLOCK IN 0014 MR, NB FOSTER 01
HAE-10-12 19:37:44 | AD40 PLANT 2 CLOCK IN 0031 MRS, MT AREMDS o1
2015-10-12 20:21:06 | ADAD PLANT 2 CLOCK 1N 0026 MRS, T SAHLUKO o1
2015-10-12 19:37:18 | ADa0 FLANT 2 CLOCE 1N 0062 MRS, FP BROWN 01
51017 19:37:51 | ARa0 FLANT 2 CLOCE IM 0026 MRS, HA WAN DYK o1
015-10-12 05:58:22 I AD40 PLANT 2 CLOCK 1N 0038 MS. B NGALD o1
2015-10-12 20:09:06 I AD40 PLANT 2 CLOCK IN D039 MR. APK FRANCIS o1
2015-10-12 20:20:42 | AD0 FLANT 2 CLOCK 1N 0060 MR, 5 SIOAZA o1
20151012 15:02:43 | AR40 PLANT 2 CLOCK [N MO EMPLOYEE DATA FOUNDY
2015-10-12 15:35:15 | AD40 PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUND!
2015-10-12 20:09:24 I AD40 PLANT 2 CLOCK 1N 0024 MRS, HN KOLLA o1
2015-10-12 20:21:02 I AD4a0 PLANT 2 CLOCK 1N 0065 MRS, PP SIQ0X0 01
20051012 2000835 | AR40 FLANT 2 CLOCE M 00T WS, LM GLADWIN ol
H5-10-12 15:02:27 | AR40 FLAMT 2 CLOCK 1N WO EMPLOYEE DATA FOUND!
2015-10-12 6:52:44 | AD40 PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUMND!
2015-10-12 13.33.17 | ADao PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUNDE
2015-10-12 14:43:01 | A0i0 IT SERVER ROOM MO EMPLOYEE DATA FOUNDI
51012 W:12:10 | AR40 PLAMT 2 CLOCK 1N 0054 MR, 5 YSTEAMAN o1
2015-10-12 14:42:54 | An10 IT SERVER ROOM WO EMPLOYEE DATA FOUMND!
2015-10-12 15:02:09 | ADa0 PLANT 2 CLOCK 1N WO EMPLOYEE DATA FOUND!
2015-10-12 20:20:14 | Anan PLANT 2 CLOCK 1N MO EMPLOYEE ATA FOUNDY
M5 1012 020058 | ARd0 PLANT 2 CLOCK 1N D055 MR, LA NAMGLI o
MA5-10-12 14:42:57 | A010 IT SERVER ROOM KO EMPLOYEE DATA FOUND!
2015-10-12 15:24:03 | ADAD PLANT 2 CLOCK 1N KO EMPLOYEE DATA FOUND!
2015-10-12 14:29:50 | ARan PFLAMT 2 CLOCE 1N NO EMPLOYEE DATA FOUNDE
251012 11336 I ARan PLANT 2 CLOCK 1N 0023 MR, G MGOD o1
2015-10-12 14:29:30 I AD40 PLANT 2 CLOCK IN WO EMPLOYEE DATA FOUND!
2015-10-12 15:16:04 I ADao PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUND!
2015-10-12 14:45:20 | AR40 FLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUND!
M0 2119 | ARa0 PLANT 2 CLOCE M WO EMPLOYEE DATA FOUMNDY
015-10-12 10:54:00 I AD40 PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUNDY
2015-10-12 14:51:39 I AD40 PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUND!
2015-10-12 15:04:20 I ADa0 PLANT 2 CLOCK IN NO EMPLOYEE DATA FOUND!
20051012 14:29:45 | AR40 PLANT 2 CLOCEK M MO ERMPLOYEE DATA FOUNDY
2015-10-12 19:37:54 | AD40 PLANT 2 CLOCK 1N NO EMPLOYEE DATA FOUND!
TOTAL AMOUNT OF 40 EVENTS FOR 2015-10-12
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Appendix A - Panel Buttons

Please note that Icons shown are based on a particular windows version and may vary

KEY WORDS DESCRIPTION
Employee | | Activate Activate Time Evaluation
Selection
— | | Deselect Remove Selection Criteria
Export Payroll Data Create Export File for Payroll System
<1 | Refresh Refresh Selected Screen
|
Assign Leave (Batch Mode) | Assign leave to employee groups
<= | Time Reports Run Reports
@ Exit Exit to previous level
Time Sheet I | | Add Add missing clock record
Time Detail / | | Search Search forrecord
Absenteeism / OT
/ 4 | Print Print displayed report
Audit Report =¥
A="| | Preview Print preview of displayed report
Employee Data Add Add new employee
Save Save record

ol

Create number range

Create Company ID range

Enrol Finger

Capture fingerprint

ale) jv

Change Person to New
Company

Move employee to another
company

C]8

New Access Configuration

Set access tags

Clock Event Error - 1' Print Print displayed report
A="1 | Preview Print preview of displayed report
e

Administration I | Add item Add item fo list
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| save Save added item

I 1

@ Exit Cancel editing /creation of item
; “ . Delete Delete selected item from list

| €

Time Processing

Add Employee to List

Add employee to time run list

Accept Selection to List

Accept added employee to time
run list

Activate Time Evaluation

Start time run for accepted
employee(s)

Create Time Run

Create time run schedule

Export Payroll Data

Create Export File for Payroll System

file

Create Excel File

Export report to Excel file

View Report

A="1 | View Payroll Export Preview the payroll export
el
E Stop Stop current time run
Report Definition Print Print full Report
‘&Lb] Summary Report Summarised report
= Export Export to File
Ld Printer Setup Printer Setup Wizard
o Close Close the report panel
Access Events | | search Search for access events on
selected readers
@ Exit Exit fo previous panel
E Save to file Save report to coma delimited text
HE

Print preview of displayed report
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Appendix B - Routine TASKS

To ensure that the employee’s weekly or monthly calculations are done correctly, routinely
check the following

1. Correction of time-run errors
Time run errors are commonly caused by employee that are assigned to a non-existing shift or
does not have a shift assigned to them all.
To view these errors see Time Management screen step 6

i Time Management

File Action View Help

>
I

i

Employee No. Initials

0012 MR [ KM

Time Management
valid to - 99991231 user -_acta
Shift

I ovn1

Period Selection

period |2015 5 ~
from .| 20150427 ~

|2015052¢ ~|

Employee Selection
.
Absenteeism/ OT
g Timerun Errors

Audit Report

Clock Event Errors.
“4 | Time Processing
Administration

Time Processing —|

i Weekly Totals

Work Are

_~|[MoNTHL +|

Department Company

n

Time errors reported

o

Company Job Name
01

01

Error Time
2015-11-06-05.09.52
2015-11-06-05.09 53
2015-11-06-05.09 54
2015-11-06-05.10.00

Pay Area
MONTHLY
MONTHLY
MONTHLY

Employee No
0005
0007
0008
0009

Error Description

Timerun Mo Shift Assigned to
No Shift Assigned to
No Shift Assigned to

No Shift Assigned to

Timerun

Timerun

Timerun

] »

No of Errors : 4

Last Timeron complated:
2015-11-06-08.58.51
Events Pairad

—
Connected to database SMARTSRY

Correct time run errors by assigning employees to the correct shift.
Shift changes may be made on the Employee data panel, see Time Management screen step 4

. Tome Monsgemens

File Action View Help

Period Selection

period |2015 5 ~

Employee No. Initials

o001 [[mRc [ A

RONDGANGER

<«
mm.m“

Time Management
1231

valid to - 9999123 user - acta
‘Work Are

v |[MoNTHL +|

Department
| o

Company

from ..[ 20150427 ~

- Personel Data

t0 ... | 20150524 ~]

ﬂa Employee Selection

Company ID

0001 ID{Passport 8605285245088 Full Names  |ASHRAF

Title |MR.

1986-05-28 Telephone

Time Sheet

Time Detail

Birthdate

v| Mame [ [RONDGANGER
0122502384

Known as ASHRAF
Marital Status =

=
E__E Employee Data
]

Absentezism / OT

- Company Data

01 ~ | Work Area
PRODUCTION ~|Cost Code

Company

D

Timerun Errors

MONTHLY - | Shift
~|Labour CAT

Audit Report

Position | Job | e-Mail |

Renumeration | 15.00

Clock Event Errors

-~ Access Data

5 | Time Processing

i Badge No

2123185820

r'i—g‘l Administration

Time Processing——

[ Weekly Totals

Tags I
She reviewed l—

Start Date [2014-02-10 ~| End Date [9998-12-31 ~|
| 00:00:00 EndTime| 23:59:59

Start Time

I”| Restrict weekend access
Weekend / PH Access I
Unique ID |54u
Laptop S{N |

¥ Black Listed
on.. [201511-03 [a5

Blacklist reason

Fvenamd | ||LastChanged by [DUTOITJP on [201511-03

Clock { Access data

Last Clocked 1o Reader Anti-Passback Last Scanned

[

[ TAntiPasshack|

Current Site Current Area

Ok...
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2. Correction of clock errors
All the clock errors may be viewed on the Clock event errors panel. See Time management
screen step 8

|| Time Manages
. Time Management

File Action View Help

ﬂlﬂl Time Management
e Ll u ] valid to 1231 user - acta

Period Selection Employee No. Initials Shift Department Company Work Are
period 2015 5 -| (J[Z00007 7 MR, | 5B BANTOM | pvnt G ~|[MoNTHL -]
from ..|2015-04-27

to... | Clock Event Errors

Date In Date In Time Out Date Qut Time

Employee Selection 2015-04-28 | TUE 2015-04-28  06:31:20
2015-05-22 2015-05-22  06:42:01

2015-05-22 2015-05-22  10:34:45
2015-05-01 05:59:29

5 2015-05-01 050254
8| | Employee Data 2015-05.22 2015-05-22

2015-05-01 06:04:22
2015-05-04 15:35:07
Timerun Errors 2015-05-15 2015-05-15  20:19:07
2015-05-16 2015-05-16  06:12:07
2015-05-20 2015-05-20

— 2015-05-01 2015-05-01
e 2015-05-21 2015-05-21
Time Processin 2015-05-23 20150523
:9'

Absenteeism /0T

Audit Report

2015-05-01 2015-05-01
2015-05-01 2015-05-01
Time Processing || _2015-05-01 2015-05-01
2015-05-04
2015-05-08
2015-05-01 2015-05-01
2015-05-01 2015-05-01
2015-05-01 2015-05-01
2015-05-19 2015-05-19
2015-05-20 2015-05-20
2015-05-16 2015-05-16

Events Paired

—
Connected to database SMARTSRY

Correct clock event errors by double clicking on the specific employee’s clock error. This will
take you to the Time sheet of that employee. On the time sheet:

e Select the missing In/Out field

e Fillin the correct time and date

e Click on the Save L button to save the changes made
e Orclick the Exit @button the disregard any changes made
See Jime Management screen step 2

File Action View Help

m,ﬂl Time Management
e ) valid (o 112.31 user ~ acta

Period Selection Employee No. Initials Department Company Work Are
period[2015 5~ 0018 [ mn. L MAGERMAN [ Jo1 ~|[monTHL -]
from .. [2015-0427 «

to |20130324 _=| || Time Sheet [Clock Data]
#| Date IN R In Date In Time Out Date Out Time

3 Employee Selection 2015-05-01 | FRI 2015-05-01_ 06:01:37
A== 2015-05-11 2015-05-11  07:39:42 | 2015-05-11 :

= 2015-05-12 2015-05-12 _ 05:43:54 | 2015-05-12
(:t Time Detail 2015-05-13 2015-05-13 _ 05:48:13 | 2015-05-13
2015-05-14 2015-05-14  05:50:19 | 2015-05-14
2015-05-15 2015-05-15 _ 05:47:15 | 2015-05-15
2015-05-16 2015-05-16  05:5442 | 2015-05-16
2015-05-18 2015-05-18 _ 20:02:07 | 2015-05-19
Timerun Errors 2015-05-19 201505-19  18:52:53 | 2015-05-20

2015-05-20 2015-05-20  20:31:28 | 2015-05-21
2015-05-21 2015-05-21  20:00:05 | 2015-05-22

2015-05-22 2015-05-22  20:01:17 | 2015-05-23  06:03:29
Clock Event Errors.
3, |_Time Processing
Administration

Absentesism/ 0T

Audit Report

Period Total : | 104,91
C: Hours
( Vo[ 255 unpad] 1745 owrome| 00 wnin| 08 toww| 120 swwai| 05
Tast Timaren complatad: -
2015-11-06-12.49.21
Events Pairad l— Annual 0.0 Family 0.0 1.0.D. 0.0 Matemity 0.0 Sick 0.0 Paid

—
Connected to database SMARTSRY
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3. Booking overtime
Use the OT Calculations panel to view if an employee’s worked an excess amount of time on
top of their normal time. See OT Calculations panel

File Action View Help

o Time Management
[T ] . 3.1 acta

Period Selection | Employee No. Initials Department Company Work Are
period 2015 5 = o010 [[MR | so BANTOM [ o ~|[MoNTHL -]
from .| 20150427 =

10 ...... | 2015052¢ -] | OT Caleutations 6 |

i Lastout  (OTTotal-ET limit. LTLimit  -OT -OT conv)
7 2015-04-27 SHIFT1 00:00:00  00:00:00 000 000 000 000 0.00
ﬁ 2015-04-28 SHIFT 1 05:44:41 153211 104 0.00 o.00 0.00 0.00
=] 20150429 SHIFT 1 00:00:00  00:00:00 000 000 000 000 2.00
2015-04-30 SHIFT1 00:00:00  00:00:00 000 000 000 000 0.00
2015-05-01 SHIFT 1 100:00:00  00:00-00 0.00 0.00 o.00 0.00 0.00
2015-05-02 SHIFT1 00:00:00  00:00:00 000 000 000 000 2.00
AUt Heport 20150503 SHIFT 1 00:00:00  00:00:00 000 000 000 000 2.00
2015-05-04 SHIFT 3 20:15:29  06:00:35 0.00 0.00 o.00 0.00 0.00

Clock Event Errors T
2015-05-05 SHIFT3 201617 06:02:48 000 000 000 000 2.00
G4, |_Time Processing 2015-05-06 SHIFT 3 201501 06:01:33 000 000 000 000 0.00
@ 2015-05-07 SHIFT 3 20:28:28  06:01:17 0.00 0.00 o.00 0.00 0.00

20150508 SHIFT3 202423 06:01:19 962 000 000 000 0.00
20150509 SHIFT 3 00:00:00  00:00:00 000 000 000 0.00 0.00
' ‘Weekly Totals 2015-05-10 SHIFT 3 00:00:00  00:00:00 0.00 0.00 0.00 0.00 0.00
20150511 SHIFT1  SHIFT1 05:49:38  15:32:28 104 000 000 0.00 0.00
20150512 SHIFT1  SHIFT1 05:54:55  15:32:20 104 000 000 0.00 0.00
2015.05-13 SHIFT1  SHIFT1 05:50:13  14:02:58 000 000 000  0.00 0.00

Absentesism/ OT

Timerun Errors

Time Processing |

= REPORT totals: Izs X oml 0‘00" 021| nle
2015-11-04-13.14.37

Events Pairzd |
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If the employee qualifies for over tfime, it may be booked individually or in batch mode.
Booking Overtime in batch mode:
o Select the Employee Selection panel and highlight the required employees
e Click on the Create Overtime Booking =5 button
e Select the dates
e Enter the amount of Paid Hours for the employee. These hours are hours per day and not
the total hours for the period
Click Book Overtime
See Overtime Booking in Batch Mode

(S]]

N TimgwManagement elko(Z,

user - dutoitip

Start Date 2016-05-02 = starting with :jl Search 5:]
End Date 2016-05-05 hd Deselect

oot dayj 30 a it | Tile | 1D Number cc Dept
asoszasz4s0ss ommens|aonens
[sotan
cizaners

Book Overtime | Delete Overtime

Absenteeism / 0T
— | AuditReport

Clock Event Errors.

4 | Time Processing
Administration AR v 2
; Timerun Errors ers2175205088

saniuro 770412088908
cLapvan
TuLam

MEANGA ssoszrousooss
asmos 7211060227085
MAQDYA
Meoy

nazuza
[ 7301011873081

2016-06-28-15.34.06 van v

Events Pairzd i,

—
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SYSTEMS

Booking Overtime individually:
o Select the Absenteeism / OT panel
e Select the Overtime Booked tab page
e Click on the Create Overtime Booking =5 button
e Select the dates
e Enter the amount of Paid Hours for the employee. These hours are hours per day and not
the total hours for the period
o Click Book Overtime

See Overtime booking individually

Overtime Booking

l| Time Management
[ 2+ o] 1 | valid to

- 2017.01.31 user - dutoitjp

Start Date 0160500 - Surname Shift Department

RONDGANGER SHIFT 3 CLEANERS

End Date [2015-05-13 -] = Work Arca [MONTHLY - Levore )
No of hours / day 20

Book Overtime |  Delete Overtime

ahsentesism § OT
Audit Report

Clock Event Errors.

i | Time Processing

i
Eﬁ_ﬁl Administration

2016-06-28-14.42.14
Events Pairsd |
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SYSTEMS

5. Removing booked overtime.
Removing booked overtime individually:
e Select the Absenteeism/OT panel
e Select the Overtime Booked Tab
¢ Select one or more overtime bookings that are to be removed
« Click on the Delete & button
« Click on the Save Ldbutton to save the changes made
o Orclick the Exit @pbutton the disregard any changes made

ﬁ&' ime Management
N valid to 01-31 user - dutoitjp
Period Selection Employee No. Title Initials Surname Shift Department
pelindlm oo [[wmr [ A RONDGANGER | SHIFT 3 | CLEANERS
(mm lm Cumpanyloi | ‘Work Area |[MONTHLY - | Frore |

to [20160522 -] OruﬁmeﬂmkedT Absenteeism ]

Hours | Call-out | Changed by | Changed on

ja Employee Selection 200|n |z01505-25-15 3355
+
=

=

-

c

i
Abszertesism (0T

,

4 Audit Report

o, [ posssans |
Fig [ |
[ |

Time Processing

i Weekly Totals

Time scheduler.
Scheduler delay.

Last Timerun complated
2016-06-28-15.34.06
Events Pairsd |

Ok |Connected to database SMARTSRY
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5. Book absenteeism
Absenteeism may be booked in either Batch mode or individually per employee.

Booking absence in batch mode:
e Select the Employee Selection panel
e Highlight the required employees
e Click on the Assign Leave (batch mode) j button
o Select the Absence type and category
e Select the dates
e Enfer the amount of Paid Hours for the employee. These hours are hours per day and not
the total hours for the period
e Click OK
See Leave Booking in Batch Mode

(mﬂ:ﬂ,p m « .

Time Managemen
i

val

starting with jl Search

0014

"Absen:e sub-typ

Annual Leave

o1
o1

PRODUGTION
PRODUGTION
PRODUGTION
PRODUGTION
PRODUGTION

Start Date 2015-05-04 hd 0 3 £2 [ MONTHLY PRODUCTION
st 2 PRODUGTION
End Date 2015-05-08 - = 3 o

No of hours / day 8.5

3103165128087
3 Cancel

, '7'_ Time Processing ]
. |ssontrseasoss
Administration .

. |s7az17s2az08s

. |ssor1sazzzoss

i Yeekly Totals

Time schaduler..

2015-11-06-08.38.51 23 FRODUCTION

Events Pairad
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Booking absences individually:

e Select the Time sheet panel

e Click the Add lal button

o Select the dates

e Enter the amount of Paid Hours for the employee. These hours are hours per day and not
the total hours for the period

o Select the appropriate Time Type and category

e Click OK

e Click on the Save 7 button to save the changes made
e Orclick the Exit @button the disregard any changes made

See Leave booking individually

S—
\ =8 X
Selection
| W << === > e Manageme elko@
Al 1 foif 1 - ATATINE
Employee in Company
0001 o Surname Shift Department ﬁ"lﬂﬁn
RONDGANGER |l SHIFT 3 CLEANERS
| Clock Event ~| Work Area [MONTHLY -| LeHoio
—— —
Date Time Reader
Previous [2016-:05-18  -[[230000 | END In Date In Time Out Date Out Time | Hours | Day Hrs shift s|  Absence |-
N 2016-05-19  ~[[ogoo00 [ st 20160425 064731 | 20160425 165402 | 101 10y
a0 We0519 <[00 | enp 20160425 J0:18:38 | J016-04-26 060002 .69
20160426 06:50:05 | 2016-04-26 165442 | 10.08)
Mext B I 20160426 20:06:06 | 2016-04-27  06:00:02 goo| 067
Time pair Hours 9.00 201604277 063000 | 2016-04-27  15:00:00 &.50) .50 ABSENCE sk |
20160428 0630:00 | 2016-0428  06:53:16 0.39) ABSENCE sk 3
~Time Typ: 20160428 065317 | 20160428 165441 | 1000|104y
TmeType [siok =] Category = 20160428 2011159 | 20160429 055950 9.8
20160429 0650019 | 20160429 135937 71§
20160429 200873 | 20160430 060011
20160503 05:57.24
20160503 06:50:38 | 2016-05-03  15:30:1
20160503 16:54:32
20160504 05:50:59
Cancel 20160504 06:29:14 | 20160504 153134
0160508 163420
20160505 05:49:45
18] 2016-05-05 | THU | A030 | €021 | 2016-05-05 064903 | 2060505 153015

r Weekly Totals < m

Period Total : I 145.26

Calculated Hours
’V Normal | 26.47 Unpsid| 1059 Overime| 0.0 sunday| 0.0 Holiday |
Tast Timeren .
2016-06-28-14.42.14
Events Pairsd | Annual [0, Famity| 0.0 L0.0.[ 00 Matemiy| 0.0 sick |

Ah

Connected to database SMARTSRY

Page 76 of 77




@ elko

6. Booked absenteeism - removal
Removing booked absenteeism individually:
e Select the Absenteeism/OT panel
e Select the Absenteeism Tab
¢ Select one or more absences that are to be removed
o Click on the Delete & button
« Click on the Save Ldbutton to save the changes made
e Orclick the Exit @button the disregard any changes made

£+ Time Manag

File Action View Help
o Select e anaae e

| & o l l &« 1 o] 1 P - e."&?@

Period Selection

period 2016 5 ~
from ..| 2016-0425 -

Employee No. Title Initials Surname Shift Department ﬁrln-v-[

0001 | MR. A RONDGANGER ” SHIFT 3 CLEANERS
Company|01 j Work Area |MONTHLY - _LPL"OIQ

Overtime Booked Absenteeism

# DATE LEAVE TYPE | BOOKED | ALLOCATED CHANGED BY CHANGED ON -

10 ..o 2016-05-22 -
jg Employee Selection 1 2016-04-27 SicK B.50| 8.50| duteitip 2016-06-28-14.42.07
FEE 2 S 033 0.38| dutoitip 2016-05-28-14.42.07

_L Time Sheet 3 2015-05-16 FAID 8.50| 7.50[acts 2016-06-21-14.31.44
r 5 2016-05-17 PAD B.50| 7.50] =-cn 2016-06-21-1431.44
= Employee Data 7 2016-05-18 PAID 7.50| 7.50| ;mo'njp 201E-DE-28-1442.08

Clock Event Errors
Time Processing
:

Time Processing

i Weekly Totals

Time scheduler.
Scheduler delay.

Last Timerun complated: i
2016-06-28-1442.14

Events Paired I

Fio B
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7. Time Checks

Use the Time Check report to review whether employees exceed or do not meet their weekly
expected hours. The report generates a report based on employee criteria selection criteria. This
is especially useful to view individuals who exceeds their lunch breaks or does not meet
expected hours worked.

See Time check report
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