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Adding New Employees

As a company grows, hiring more employees is an expected experience. Genesis Pro
makes adding new employees simple by walking the system user through the screens
necessary to fully configure the new employee’s assignments and options. Depending
on the options selected in the Main Company setup, you might not see all the options

and/or screens.

1. To add an employee, click on the Employee icon, or select Edit, then Employee.
This will open the Configure Employee Screen.

7 Nt Reports  Configure Clocks  Help
G | o Xw T OO 4

L& Emploves. ..
“ Status Board...

'\5:] Task Organizer. ..
Access Center,..

@ clobal
Bienefit Accruals

Cccurrence Rakings

2. In the Configure Employee screen, press the Detail tab to change to the Employees

Details.

Washington,Carol

Division | £LL lise]
Group | ALL 2

] s |

00002 Baines, Peter
00003 Anderson, Frank.
| 00004 Jones, David
00005 Smith, Jahin

(]
5 Ligted

(®) Number () Mame

[] Show Inactives

Timecard | Schedule | Transactions || Status || Benefits | Messages || ‘wages | Badges | Piofiles

Picture

|

s [

ﬁ Delete ]_[ Frint

I

Cloge ]

3. Click the Add button at the bottom of the window to add a new employee.
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00001 Timecard || Schedule || Transactions || Status || Benefits | Messages || “Wages | Badges | Plufiles; Clocks E Detail L
Washington,Carol [l

Division | £LL it

Group | ALL i

007 washington, Carol (I

00003 Anderson, Frank.
| 00004 Jones, David
| 00005 Smith, Jahin

Picture

(]
5 Ligted
(®) Number () Mame
[] Show Inactives

Add [ Edi ] Delete | [ PFiint ﬁ Close ].

4. All the fields will be blank, with the Hire date and the Fiscal date set to the Current
system date.

5. Enter a unique employee number and the employee’s personal information. Make
sure to check the Hire and Fiscal dates. Assign the employee to a Division, Group
and Holiday Group (if in use). If the Benefit Accrual Module is installed, assign the
employee to an Accrual Rule. If the Occurrence Module is installed, assign the
employee an Occurrence Rule. If the Web Clock Module is installed, assign the
employee a time zone and define other Web Clock options. If the PC Clock is
installed, check the box to assign the employee. All information can be added or
changed at a later date with the exception of the Employee Number.
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Configtre tmployee

00001 Timecapd | schedue | Tisnsactions [l stetus || Beneits | tessages | wiages || Badges || profies || Clocks | Detai [
Washingten,Carol
l Murber |
[ Use PC Clock [_Telephony ]

s 55N Bithdate | /¢
Divion[ 212 ] [ | e 1] S T
Gioup Eastieie | | Use Web Clock
£ Prior | | Find Heut s
o L L First name | | oMi[] “igw Benefits
| [ 00001 wsshington, Caral e
0000z B eter Address | | Yigw Schedule
00003 Anderson, Frank g
00004 Jones. David Address | | Iew Timecar
00005 Srith, John Yigw Status Board
Ciy | |
Submit Time Shizet
Zip Code ’—| State Phone :‘
7 I:l E Picture
Email address | |
Hire date |11/18/2009 | [[] &ccrue this month  Fiseal | 11/18/2009
[1Use an &ltemate Hire date for Benefits 014011900
1 L 1
Division [0000  1IME amMERICA, THE. |
Gicik| HO GROUP ASSICNED []
Holidap group | ALL HOLIDAYS [x]
Aceral ke | NO ACCRUAL BULE DEFINED []
Ocounence | HO OCCURBENCE RULE DEFINED []
Web fmezene! | N0 TIMEZONE DEFINED [»]
v
5 Listed [Ennge Fassware] [ cComnents ]
Numbrey Narme
Shaw Inactives

0| ke

6. You can also input a picture into the employee’s record by selecting the Browse
button and picking the picture file to use. A bitmap file (.BMP) must be located in the
Images directory under the Genesis Pro main folder on the computer to add a
picture. Add any Comments then click OK. This will open the Status screen.

status for Employee Y9999 est, 5am

add | [ Edi Delste
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7. The Status will auto populate with the Hire Date as the Status Date, the First Policy,
Active Status, Fulltime Status, and Permanent Status.

8. If you need to change anything but the Status date and Active Status, click on Edit.
This will open the Status Maintenance screen. If no changes are needed, click
Close.

Date
StatuS IRt Se EHa LR Z
() Full Tirme (2) Permanent
3 Part Time () Temparary
Policies
001 STANDARD ]
k. ] l LCancel

9. Change any setting that is incorrect and click OK. This will take you back to the
Status screen. Click Close to accept. This will open the Assignment Start Date.

AssTEnment start ate

@gHirEE ) Today ) Other

Start Azzignments on

10. Select the date that the employee schedule should start on. Use the Other option to
manually select the Assignment Start Date. Click Continue. This will open the
Schedule screen.
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FSchedulerdetails for the week o 0 DOy= (0 00y

Sunday Monday Tuezday Wednesday Thurzday Friday S aturday

Shift ] Shift ] Shift ) Shift ) Shift ] Shift ] Shift ]
ool 1 [ ool 1 [ 0oL 1 (%) ool 1 [ ool 1 (%) 00l 1 (%) ool 1 [
37 A I _| A _| A
Start - Stop time Start - Stop time Start - Stap time Start - Stop time Start - Stop time Start - Stap time Start - Stop time
00:00 -00:00 00:00 -00:00 00:00 -00:00 00:00 -00:00 00:00 -00:00 (1000 -00:00 (0:00-00:00
[wiork whork, Wwiork Whork ol [Tk
Department Department Department Department Department Department Department
001 Trair™| 001 Traizx* | 001 Trai:¥| 001 Trair™ 001 Traix* | 001 Trai: ¥ 001 Trai* |
Job i Job i Job i Job ] Job i Job i Job ]
001 Gene: ™ | 001 Gene:™ | 001 Gene:™ | 001 Gene:™ | 001 Gene:™ | 001 Gene: ¥ | 001 Gene:|™ |
Step ) Step ) Step ) Step ) Step ) Step ) Step _
001 Q-Res|* 001 Q-Res % 001 Q-Res|¥ | 001 Q-Res|* 001 Q-Res|* 001 Q-Res|% 001 Q-Res|* |
Operation ) Operation ) Operation ) Operation ) Operation ] Operation ) Operation ]
HONE ] HONE 2 HONE [ w] HONE s HONE ] HONE ] HONE i3]
Tazk i Task i Task i Tazk ] Task i Task i Tazk ]
NONE |ine] NONE B HONE || NONE |2 NONE |ine | HONE | NONE lise|
’ Qg ] ’ LCancel ]

11. Starting on Sunday, change the Shift and assign the employee to a Department,
Job, Step, Operation and Task (if in use) by clicking in the appropriate field. If the
employee has the same schedule each day, select the (update the rest of the

week option) or continue to change the days until they reflect the employee’s
schedule.

12. You can enter a specific Shift Override start and stop schedule change time for
rounding rule purposes only. You may also use the graphic timeline to define the
same.

13. Check the Work box for each day the employee is scheduled to work. Click OK to
accept.

14. The next screen is the Message Assignments screen. This screen configures the
employee message sent to the time clock. Click the Add button to configure a
message for each clock. The All Clocks button will send a single message to all
clocks.
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essage Assignments for Y X9 est, sam

MESSAGES ASSIGNED

Clock ID Mezzage

(&

T -

15. If the Add button is pressed, the Message Assignment screen will display. If the All
Clocks button is pressed, only the Message area is visible.

Messape Assignment

MESSAGE
[ [Default message to Employes name:

Clock Code  fayaiiig:

[ Diefault message to Employes name MESSEQE

Meszage

I ak I [ LCancel I [ aK ] [ Cahcel ]

16. Enter the Message or use the Default message to Employee Name option. Click
OK to return to the Message Assignments screen. Click Close to continue. If Wages
is selected in the Main Company Setup, you will see the Wage Assignment screen.

17. The Wage Assignment screen configures the employee for exempt or non-exempt
status. Select the option that fits the employee wage rule. If the employee is non
exempt select the wage by department, step, job, operation, or task (if in use).
Otherwise, select the Use a global wage option.
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Wage Assignment for Y9y YYrest,Sam

(2]

. Delete | [

i I i i L RlEvEr
W l—IDF'E’a“':'”
| | Bay Oxertime

Lok | [ Cancel |

18. If the employee is hourly, select the options that fit their wage rule. After configuring
the employee’s wage, click OK. This will take you to the Badge Assignment screen.

Badge Assignment for Y9995 est,Sam
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19. The Badge Assignment screen selects the badge number(s) for the employee. Click
the Add button to open the Assign Badge screen. Enter the Badge number, check
the Valid box and define the expiration date of the badge number, then click OK. If
the employee has more than one badge, repeat this step.

Badge Mumber

[v] Walid
Espireon | 01/01/1900 00:00:00 /2] Mon

Cancel

20. Depending on the options selected in the Main Company Setup screen, the Badge
number might be assigned by the system automatically. If the employee uses a
different badge, click the Delete button to remove the badge, then add the correct
badge.

21. After the badges are entered click Close go to the Profile Assignments screen.

22. If the Profiles Module is installed you can assign the employee to a profile schedule.

Profile Assignments for 29299 Test, sam

PROFILES ASSIGMED
Schedules
Clack ID Aocess  Bun Mon Tue Wed Thu Fri Sat

T -

23. This screen configures the employees’ restrictions on their use of the Time Clock.
Click the Add button to configure a profile schedule for each clock The All Clocks
button will send a single schedule to all clocks. If the Add button is pressed, the
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Profile Assignment Detail screen will display. If the All Clocks button is pressed,
only the Valid Access and Schedule area is visible.

Profile Assignment Detailfor 99999

Clock DY s

Profile in uze | Mo Profile in uze

[ |walid fccess

Sunday | Schedule1 v Thusday  Schedule1 [+
Monday | Schedule1 || Fiday  Scheduel  |v|
Tuesday  Schedule || Satwrday  Schedulel1 v

Wednesday | Scheduls 1 |w|

24. Profiles must be assigned to the clocks before you can assign them to the
employees. The Profile in use will show the name of the profile assigned to the clock.
Select the Valid Access option. Assign the correct schedules for each day. Then click
OK to finish. The clock must be programmed after changing any Profile
Assignments.

25. Continue adding profiles to each clock then click Close go to the Clock Assignments
screen.

| poa || Taz000 || TATE0 |

Clock ID Badae Time Zone  Reject Autharity
' @]
™ ‘
Templates on file for badge numbers |None on f£ile ||
‘ Retieve templates from A11 Assigned ™
‘ AlClocks | [ aad

Cloze
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26. The Clock Assignments tab is used to assign Hand Readers, PDAs, TA7000 clocks
and TA780/TA785 clocks to employees. This is necessary because the Hand
Reader clocks take measurements of an employee’s hand and the TA7000 and
TAT780/TA785 clocks can be used as fingerprint clocks. Each time the employee
punches, the clocks compare the employee’s hand and/or fingerprint to the existing
template. Employee information, hand templates and fingerprints are stored in the
clocks. For this reason, employees must be assigned to a clock so their name and
template will be downloaded to the correct clock.

27. If the Add button is selected, the Reader Assignment screen will display. If the All
Clocks button is selected, only the Add area is visible.

Reader Clock  fafale)

HEzO000
Employee
Badge 29339 |

TmeZone o || u

Reject Overide [ 0

:.?/ add all hand readers?

Aythonty Level | o E_v!

Ok I I Cancel L Ok J [ Cancel ]

28. Continue to add the necessary clocks to the employee then click Close in the Clock
Assignments screen to finish.

29. You have successfully configured a new employee into Genesis Pro.
30. You may now click the Benefit tab if any updates to benefits are necessary. This

screen configures the amount of benefit hours the employee receives. Select a
benefit and click the Details button.
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'figuna 'i11pyee

99999 | Timecard |I Scheduls ”. Trangactions |I Statuz || i‘é‘;ﬁéht;}i Messages |il Wages ‘1 Badges .| Profiles || Clocks \‘ Detail |
Test,Sam
Figcal Date 11/01/2009 Benefit Hire Date 11/01/2009 17 Daps of Service
Division 1“‘}' Code Description Allowed  Taken Pending Left Count  Carry date
Group | ALL L)) [eers eERsoman pay 000 400 000 0.00 400 0 1l;/01/z0030|
Yo— [VAC  VACATION 0.00  0.00 0.00 0,00 0 1170172008
[ 00001 Washington, Carol [
00002 Baines, Peter z
00003 Andersan, Frank
00004 Jones, David
; I 19
E Ligted
Climim O vore
[] Show Inactives
[ Print l [ Cloge ]

31. This will open the Benefit Details screen.

Enter the amount of hours for the benefit in

the Amount Allowed field. Click OK to finish after the benefit is configured. This will
take you back to the Benefit Entitlements screen. Continue to configure each benefit

until finished. Click Close to accept.

Benefit Details for 99999 est, Sam (PERS)

Day Date Time Amount Ealance

Sun 1171572009 00:00:01

Sun 117082003 00:00:01 Z.000000 Z.000000

Shaow Accrued Adjustments

Category Type Archiwed
PERS Given Hours NO m
PERE Civen Hours hiju]

[v]

[ Manualadi | |

J

Cloze

32. You have successfully configured a new employee completely into Genesis Pro.
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Adding Transactions Using the Online Timecard

Genesis Pro uses Transactions to show the times and events of an employee record.
When an employee uses the Time Clock to “Clock In” and “Clock Out”, they create
transactions. Miscellaneous hours like Vacation and Sick time are also transactions.

1. Open the Configure Employee Window by clicking on the Employee icon in the tool
bar, or by selecting Edit, then Employee.

2 N¢ FReports Configure  Clocks  Help =
r © 5 W ) 0 \r "! 2 Employes. .,

“ Status Board...
'\5:] Task Organizer. ..
Access Center, .,

@ glabal 3
Bienefit Accruals 3
Cccurrence Rakings 3

2. Select the Employee from the dropdown list to view their Timecard.

(Configure Employee

imecard | chedule ranzactions || Status || Bensfits | essages || Wages || Ba ges' rofiles || Clocks | Detai
99999 Timecard | Schedule || T 5 Benefits || M W Badges || Profiles || Clocks || Detail
Test,Sam Date Day Cat  Stat  Stop Feg 0T1 0T2 0OT3 Unpaid Dolars S [Z]
11/02/05 Mon WORK | 07:00) 16:00 001 5.00 . 5 B 1.00 REEY
— Tl 11/02/09% Tue WORK 07:00 1&:00 001 .00 . - . 1.00 - =
Division | 211 | 11/04/02 Wed WORK 07:00 16:00 001 g.00 . - : 1.00 .
Group | ALL [s] W& Ll/05/08 Thu 001 z _ i x
— l|a 11/06/09 Fri 001
Meut M 11/09/09 Mon l&:00 001 i 2 2 z i :
- = - 11/10/0% Tue WORK 07:00) 16:00 001 .00 . . . 1.00 N
00001 ‘washington, Caral  [A |y 11/11/09 wed 07:00 0ol g : 5 ¥ g
00002 Baines, Peter Thu WORK | 07:00[ 16-00]001 e e e R R
00003 Andersan, Frank 11/123/09 Fri WORK 07:00 16:00 001 g.00 . - . 1.00 .
00004 Jones, David
1] Smith, John
L T m
|
[Ate Processing [Show Schedul E ting App =] =
0w o chedule orecasting [ove Pa}l Periods back IT] Key
From 1140142009 ta11/14/2009
11/08/2009  11/09/2009 1140/2009 11/11/2009 1142/2009  11A3/2009 11414/2009 | Totals
Feg 0.00 0.00 8.00 8.00 0.00 43.00
aTi 0.00 0.00 0.00 0.00 0.00 0.00
otz 0.00 0.00 0.00 0.00 0.00 0.00
— aTa 0.00 0.00 0.00 0.00 0.00 0.00
1) Unpaid 0.00 0.00 1.00 1.00 0.00 £.00)
G Ligted Dallars | 0.0a 0.0d 0.0a 0 0.0a 0.00/ 0.0a
& Number () Name = = = E e
[l Skawinactees Reprocess ] [ Add Trans J IEdlta’Add Start] [Edlta’Add ﬁtop] IMuItlpIe Mizc. ] From Schedul
[ Print ] l Llose ]
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3. Click the Add Trans button to open the Transaction Details screen. The Transaction
Details screen creates the transaction. Use the Date and Time fields to specify
when the transaction happens. The Function field specifies what type of transaction
to create. The Clock field selects the clock that the transaction is assigned. If a
Reason code is required or needed select the reason code associated with this
transaction. Use the Override Round option to have Genesis Pro ignore the
rounding rules for this transaction. Use the Override Attend option to have Genesis
Pro ignore the attendance rules for this transaction. Use the Override Automatic
Lunches and Breaks option to have Genesis Pro ignore all lunch/break auto
deductions. If the transaction is a Miscellaneous Transaction, the Miscellaneous
Information area will be available.

=1 == Function| *  CLOCKED IN v
EUIE 07:00:00 | Th —— :
=1 =1i=1 Clock 001 Demo TASZOL (v

Feazon |3 l Overnde Bound ] l Dyvemde dAttend ]
[Elverril:le Automatic Lunches and Ereaks]

ADDING TRANSACTION Lok || Cancel |

4. Some transactions have more information than the Function key. Department
transfers, Job Costing, and Tips have information that the employee would input at
the clock.

ransaction Detarl ror 22222 est, Sam

Date and Time

[=] Lall=][] AP 0 ENTER DEPARTMENT
110542009 OF:00:00 | Thu —
=1 === Clack 00l Demo TaEZOL [l
Reazon v | Dvermide Round | | Overide Attend |
Pramptz fram Clock
Prompt1 EMTER DEPARTMEMT [
Prampt 2
Prampt 3
Prompt 4
ADDING TRANSACTION | ok || Cancel |

5. If the transaction needs extra information, the Prompt list will show the levels. Click
the box next to the input field and type the required information.
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DEFARTMEMT. EMTER 4 NUMERIC DIGITS

LCloze

6. When finished configuring the transaction click OK. This will exit the Transaction
Details screen and create the transaction. If you do not have Auto processing
activated in the Online Timecard screen, click Reprocess button to see the changes.

NOTE:

A popup window is available to add Start and Stop entries. The popup window can be
accessed by double clicking or a right click in the Start and Stop fields.

Date and Time

07:00:00 Thu

ADDIMNG Ok Cancel
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ADDING TRANSACTIONS USING
TRANSACTION MAINTENANCE
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Adding Transactions Using Transaction Maintenance

Genesis Pro uses Transactions to show the times and events of an employee record.
When an employee uses the Time Clock to “Clock In” and “Clock Out”, they create
transactions. Miscellaneous hours like Vacation and Sick time are also transactions.

1. Open the Configure Employee Window by clicking on the Employee icon in the tool
bar, or by selecting Edit, then Employee.

@ | o = ™ O \] X o gmpbye,, ' 5

g Status Board...
'§:| Task Organizer. ..

Access Center, .,

@ Global 3
Benefit Accruals 3
Qccurrence Rakings 4

2. Select the Employee from the dropdown list; you will be taken to their Timecard.

Configure’ Employee

99999 Timecard }Schedule Transactions || Status | Benefits | Meszages | ‘Wages | Badges' Prafiles || Clocks || Detail

Test,Sam Date  Day Cat  Stat  Stap Feg 0OT1 0T2 0T3 Urpasid Dollas 5[E
11/02/09 Mon WORK 07:00) 16:00 001 g.00 . 5 : 1.00 Y
— v 11/03/0% Tue WORK O07:00 1&:00 001 5.00 . g . 1.00 - =
Division | ALL . 11/04/09 Wed WORK 07:00 16:00/001 g.00 . - : 1.00 .
Group | ALL [sell J|& 11/05/03 Thu ool = = =
— N|& 11/06/09 Fri ool
Mewt /M 11/09/03 Mon 16:00 001 i : - Z L 5
3 T 11710709 Tue WORK 07:00 1&:00 001 a.00 b » 24 1.00 b P
00001 “washington, Caral |4 | |l 11/11/09 Wed 07: 00 0ol i : : 5 % :
00002 Baines, Peter Thu WORE ool 1s:oojoor ool | | [ 100 |
00003 Anderson, Frank 11/13/0% Fri WORK 07:00 1&:00 001 5.00 . . . 1.00 o

00004 Jones, Dravid

Il
| : e

Show Schedule| | Forecasting Approve Pay Periods back 2 Key

From 11/01/2008 to11/14/2009

T1/06/2008 | 11/09/2009 T1/10/2008 11/11/2008 11/12/2008 11/13/2009 11/14/2008] Totals |
Fea 0.00 0.00 5.00 0.00 8.00 5.00 D00 4800
oT1 0.00 0.00 0.00 0.00 0.00 000 000
o1z 0.0 0.0 0.0 000 0.0 000 000
||| [o13 0.00 0.0 0.00 000 0.0 000 000
[ || [Onpaid 0.00 0.00 1.00 000 1.00 000 600
6 Listed Dollars | 0.00 0.00 0.00 0.0a 0.00 0.00 0.00] 0.00
%’;Eg‘xiacﬁe’:am Bepiocess_| [LaddTrans_| [Editadd Stan] [Edivadd Stop ] [MultipleMise, ] |From Schedu

[ Erint ] l Lloze ]
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3. Click on the Transactions Tab to be taken to the Transactions window.

Timecard || Schedhl Benefits || Messages || wages | Badoes || Profiles | Clocks || Detail
Frompt Clock Badge Feason[£]
= Mon 1170272003 00 * CLOCKED IN 001 [
Divigion | ALL 1) | Mon L1s02/Z009 o0 CLOCKED OUT goL
Group | ALL (3] Tue 1170372009 07:00:00  * CLOCKED IN 0ol
Tue 11/03/2009 15:00:00  # CLOCKED OUT ool
el Wed 1140472002 07:00:00  * CLOCKED IN ool
00001 “washington, Carol |A; Wed 11/04/200% 16:00:00 # CLOCKED 0UT ool |
00002 Baines, Peter Mon 11/09/2009 16:00:00 CLOCKED 0UT ool
00003 Anderson, Frank Tue 11/10/2009 07:00:00  * CLOCKED IN ool
00004 Jones. David Tue L1/10/2009 16:00:00 # CLOCKED 0UT 0oL
Wed 111172002 07:00:00  * CLOCKED IN ool
Thu 11/12/Z00% 07:00:00  * CLOCKED IN ool
Thu 1171272005 1£:00:00  § CLOCKED OUT ool
Fri 11/13/2Z00% 07:00:00  * CLOCKED IN 0ol
Fri 11/13/200% 1£:00:00  # CLOCKED OUT ool |
(]
(3]
November 2009
SUPERYISOR PROMPT INFUT
Badge 1111111111 CLOCKED IN
Mame OFERATOR.SYSTEM
Date 11/18/2009
[we] Time 15:43:04
E Ligted |
@ Number O Mame [ add | [ JEdt | [ Deete |
[ Shaw Inactives 4
N — { Print I |_ Clase

4. Click the Add button to open the Transaction Details screen.

5. The Transaction Details screen creates the transaction. Use the Date and Time
fields to specify when the transaction happens. The Function field specifies what
type of transaction to create. The Clock field selects the clock that the transaction is
assigned. If a reason code is required or needed select the reason code associated
with this transaction. Use the Override Round option to have Genesis Pro ignore
the rounding rules for this transaction. Use the Override Attend option to have
Genesis Pro ignore the attendance rules for this transaction. Use the Override
Automatic Lunches and Breaks option to have Genesis Pro ignore all lunch auto
deductions. [f the transaction is a Miscellaneous Transaction, the Miscellaneous
Information area will be available.

"Transaction Detail for 99999 st; am

Date and Time

(rxievirs| Function| *  CLOCKED IN ]
= 07:00:00 Man =
=I=1=1 Clack | 001 Dewmo TASZOL v

Heagnn: !VJ [ Qveride Found J [ Qverride Atkend J
[EI vermde Automatic Lunches and Break&]

ADDING TRANSACTION Lok | [ Cancel |
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6. Some transactions have more information than the Function key. Department

transfers, Job Costing, and Tips have information that the employee would input at

the clock. If the transaction needs extra information, the Prompt list will show the
levels. Click the box next to the Input field and type the required information.

Trransaction Detainl for 999090 est, Sam

Drate and Time

Lal Lal[allla] AT 0 ENTER DEPARTMENT [»]
11/02/2009 0O7:00:00 Mon
=1 =1 ==l Clack 001 Demo TASZOL [V]
Reason [a] | Overide Round | | Owverride Attend |
Promptz fram Clock
Prompt1 EMTER DEPARTMEMT [
Prampt 2
Prampt 3
Frompt 4
ADDING TRANSACTION | ok || Cancel

7. When finished configuring the transaction, click OK. This will exit the Transaction
Details screen and create the transaction.

© November 2009 Time America, Inc.
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EDITING EXISTING
TRANSACTIONS USING THE
ONLINE TIMECARD

© November 2009 Time America, Inc.

26



GENESIS PRO Quick Reference Guide

Editing Existing Transactions in the Online Time Card

Editing transactions using the Online Time Card is an easy way to correct and update

employee record, and see the results instantly.

1. Open the Configure Employee Window by clicking on the Employee Icon, or by
selecting Edit, then Employee.

7 Nt Reports  Configure Clocks  Help
@ | e VO O\ 8

L& Emploves. ..
“ Status Board...

'\5:] Task Organizer. ..
Access Center,..

@ clobal

Bienefit Accruals

Cccurrence Rakings

2. Select the Employee from the dropdown list to view their Timecard.

Configure Employee

99999
Test,Sam

Division | ALL
Group | ALL

00007 W ashingtan, Caral
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smil

- Date Day Cat Stat  Stop epartmen Reg aTi aTz 0T3 Unpad Dollars 5 [£]
] 11/02/09 Mon WORK 07:00 16:00/00L g.00 : 1.00 =
= 11/03/0% Tue WORK 07:00 16:00 001 5.00 1.00 =7l
| 11/04/09 Wed WOBK 07:00 16:00 001 5.00 1.00 *
(] |A 11/05/09 Thu ool = 7

— l[|& 11/06/09 Fri 0oL

M 11409709 Mon 16:00 001 2 2
= 11/10/09 Tue WORK 07:00 16:00/00L 5.00 1.00 *

| Timecaid lSchEdu\E Transactions || Status || Benefits Messages | ‘Wages Badgas' Frafiles || Clacks || Detail

M 11711703 Wed

Thu WORE
Fri WORK

11713709

07:00 001
07:00

07:00 lg:00 001

| 5ol || |10l
S.00 . - = < ek

1.00

! . . | loel)|
| : =
Show Schedule] [ Forecasting | [ Appove | Pay Peiisds back [ | 2] Ky
From 11,/01/2003 to11/14/2009
11/08/2009 11/03/2009 11/10/2009 1141142009 11/12/2008 11/13/2009 11/14/2008 | Totals |
Reg 0.00 0.00 8.00 8.00 0.00 48.00
aT1 0.00 0.00 0.00 0.00 0.00 0.00
aT2 0.00 0.00 0.00 0.00 0.00 0.00
— oT3 0.00 0.00 0.00 0.00 0.00 0.00
™1 1| [Unpaid 0.00 0.00 1.00 1.00 0.00 .00
& Listed Dallars 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(&) Number () Mame ‘ : ; ; Eram Schadul
[ ]Sk Inacives . l BReprocess ] [ Add Trans J lEdltf’Add Start I |_Ed\t.z‘Add Stop ] { Multiple Misc. ] From Schedul Deletz
[ Frint ] I Llose ]

3. Using the Online Timecard we can modify an existing transaction. For our example

we will change Thursday start time from “07:00:00” to “07:30:00”. Select the first line
for Thursday and click the Edit/Add Start button.
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Confistre Em lyee

[ 09000

Test,Sam Date Day Cat  Stat  Stop [Depatment] FReg 0OT1  0OT2  0T3 Unpaid Dollas S [F]
11/02/09 Mon WORK 07:00 L16:00/00L 2.00 . 3 B 1.00 e
; T 11/023/09 Tue WORK 07:00 16:00 001 2.00 . . . 1.00 -
Division | ALL 4| 11/04/09 Wed WORK 07:00 16:00 001 2.00 . . f 1.00 .
Group | ALL [ jl& 1108709 Tha ool
> —— QA 11/06/09 Fri ool
<< Prior | M 11409709 Mon l6:00 00l & # : Z Z %
E : 11/10/09 Tue WOBK 07:00 16:00 00L .00 . y 5 1.00 .=
00001 ‘washington, Carol [ﬂ M 11/11/09 Wed 07:00 0oL i - : i i :
00002 Baines, Peter 11712702 Thu WORE s00| 16:00/00L 5. 00 5 4 = .00 &
00003 Anderson, Frank Fri WORK R . . . - W
00004 Jones. David N
00005 Srith, John
_____ T
— [ : ] - =
LAt d [Show Schedule] orecas 1= Pay Periods back | | % Key
From 1140142003 to11414/2009
| 11/08/2009  11/09/2003 111042003 1141142009 114712/ 11/12/2009 11474/2009 | Totalz |
Reg | 0.00 0.00 2.00 8.00 0.00 42.00)
0T1 0.00 0.00 0.00 0.00 0.00 0.00)
o0T2 0.00 0.00 0.00 0.00 0.00 0.00
oT3 | 0.00 0.a0 0.00 0.00 0.00| 0.00)
| [ || [Orpad | 0.00 0.00 1.00 1.00 0.00 E.00]
§ Listed Dallavs | _0.o0) i : o.0a 000 0.00 0.0a] .00
() Mumber () Name = 5 = = S B
5 Feprocess Add Trafe Edit/Add Start | | Ek/Add Stop | | Multiple Misc. | From Scheduls
[ Show Inactives — = =

\/ [ Eririt ] l Close J

4. This will open the Transaction Details screen with a copy of the transaction selected.
We want to change the start time for this transaction.

5. Modify the Time from “07:00:00” to “07:30:00".

.................

Transaction Detail for 99999 Test Sam

Date and Time

Funclion *+  CLOCKED IN (e
Clock 001 Demo TASZOL e

Reazon . |\ﬂ | Owenide Round | | Oweride Attend |
' : [EI veride Automatic Lunches and Breaks]

EDITING TRANSACTION Lok | [ Cocel |

114182009 160440 WED

[al [allallal
11/12/2003 07:20:00  Thu
= ===

6. Click OK to modify the existing transaction. This will also change the existing
transaction in the Transaction Maintenance screen.
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7. Click Reprocess button to see the changes to the employee’s totals.

[Conf i'gu re Employee

99999 Timecard i_Schedule || Transactions ;!_Status ;]_ Benefits || Meszages || ‘wages || Badges ;]_ Profiles I Clocks ;]_ Dietail |
Test,Sam _ Date Day Cat  Stat  Stop [Depatment] Reg 0T1  0T2  0OT3 Unpad Dollas 5[]
2] 1105709 Thu WORK 07:00 l6:00/001 2.00 . ; ; 1.00 2 *[:J
et T ||| & 11706702 Fri ool . . . . . I
Division | &1L Ll 11709709 Mon 16:00 001 i :
Gioup | ALL [x] 11410703 Tue 1e- : 1.00 o it
; —=.1 e d 00l = : ; 3 : :
e e [en T1712/05 Tha WORK | 07: 30| 16:00/001 ] N N O I T Y
mm g-“ﬂ 03 Fri WORK 07:00 l&:00/00L 2.00 . ] 1.00 _—”>
o0a0t ' ashington, Caral t\J
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
v
m [Show Schedule] [ Forecasting | [ Approve | Pay Periods back | 1 % Key
From 11/01/2003 to11/14/2009
| 11/08/2009 1140942009 11410/2009 11/411/2009 11/12/2009 11413/2009 1141472009 :¢ otals |
Reg 0.00 0.00 8.00 0.00 7.50 8.00 0.0 55.50 |
aTt 0.00 0.00 0.00 0.00 000N, 0.00)
arz | 0.00 0.00 0.00 0.00 0.00] -
= T3 | 0.00 0.00 0.00 0.00 0.00| 0.00/
. 1] | [Onpaid 0.00 0.00 1.00 1.00 0.00 .00/
£ Listed Dollars | 0.00 0.00 0.00 .00 0.00 0.00] 0.00/
©tlimiee; O Nane [ Bsprossss | [ add Trans | [Edit/add Stert] [Editéadd Stop | [bultple Miss. | |Fror Sohechi=
DShowInactives = i =3 = == e === =

|_ Print J [ Lloze ]

8. The Transaction is now changed to “07:30:00” and the Totals have been updated.

NOTE:

A popup window is available to edit Start and Stop entries. The popup window can be
accessed by double clicking or a right click in the Start and Stop fields.

Date and Time

111242009 [:00:00 | Thu

EDITIMG ak  |Cancel
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FIXING MISSING PUNCHES IN THE
EMPLOYEE’S TIME CARD
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Fixing Missing Punches in the Employee’s Time Card

Editing transactions using the Online Time Card is an easy way to correct and update
employee record, and see the results instantly.

1. Open the Configure Employee Window by clicking on the Employee Icon, or by
selecting Edit, then Employee.

a7 .

& Employee...
“ Status Board...

'\5] Task Organizer. ..
Access Center, .,

@ glabal 3
Bienefit Accruals 3
Cccurrence Rakings 3

2. Select the Employee from the dropdown list to view their Timecard.

99999 Timecard i Schedule | Transactions | Status | Berefits || Messages | ‘Wages || Badges || Profiles || Clocks || Detail |
Test,Sam 2 Date Day Cat  Stat Gtop [Depatmentl Reg 0OT1  0T2  0OT3 Unpaid Dollas 5 [E]
11/02/08 Mon WORK | 07:00 16:00 001 g.00 . . . 1.00 R
st R .V' 11/03/0% Tue WORK  07:00 1&6:00 001 g.00 = = 5 1.00 = *
Division | &LL i J 11/04/09 Wed WORE 07:00 1&:00 001 .00 . - ¥ 1.00 .|
Group | ALL [a] 11/05/09 Thu WORK 07:00 16:00 001 3.00 1.00 .
A 11/0s/09 Fri ool
M 11/03/03 Mon 16:00 001 N . _ y N .
- = 11/10/02 Tue WORK g le:00 001 2.00 X 5 = 1.00 % i
00007 Washingtar, Carel  |& | g 11411509 wea ool i ) ) ) i i
00002 Baines, Peter 11/ Thu . 15:00 001 7_50 _ . g 1.00 . [H
00002 Anderson, Frank L 11/ Fri e I T 5 = ) =
00004 Jones, David M 1171309 Fri 16:00 001 & . 2 » % -
00005 Smith, John
: 9 Test, Sam
e
[Eie Froceseng [Show Scheduls] [ ting | [__& ] | -
Lt Processin ow Schedule arecasting ppIOve Pay Periods back | 1 121 Key
From 11/01/2009 to11/14/2009
| 11/08/2009  11/09/2009 1141042009 1111/2009 1141242003 11413/2009 11142009 | Totals |
Feg 0.00 n.oo 8.00 0.00 : 0.00] 0.00 47.50
aTl 0.00 0.0 0.00 0.00 I 000 0.00
aT2 0.00 0.0o 0.00 0.00 0.00] 0.00
11l {013 0.00 n.o0 0.00 0.00 0.00 0.00
i npai : . : . . ;
) l"J Unpaid 0.00 0.0 1.00 0.00 0.00 £.00
E Listed Dollars | 0.00 0.00 0.00 0.00 0.00! 0.00
(& Mumber () Mame ; : ; : T
W ol naclves I Beprocess J I Add Trans J lgdltﬁ’.ﬂ‘«dd Start I |_Ed|ta".t’-\dd Stop I I Fultiple Mizc. J From Scheduls

[ Print J l Llose
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3. Using the Timecard we can check for errors that were created by an employee not
using the time clock correctly. Looking at the example below we can see on Friday
the employee did not punch correctly. This is indicated by the “M” next to Friday’s
transactions. Press the Transactions tab to check the sequence of Friday’s
transactions.

Test,Sam

Divigion | ALL

Group | ALL

(]

[l

00001 Waghington, Carol
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

]

Timecard i Scheduldl Transactions || Sthtus | Benefits bvhassagesI Wages Badges: Frafiles || Clocks | Detail |

Date Day ch [Depatment] FReg 071 072  0OT3 Unpaid Dollas S [F]
11/02/09 Mon WORK 07:00 16:00 001 g.00 . . - 1.00 R
11/02/09 Tue WORK 07:00 l&:00 001 2.00 5 = = 1.00 2 =5l
11/04/09 Wed WORK 07:00 16:00 001 2.00 . 2 ¥ 1.00 Lo
11/05/0% Thu WORK  07:00 16:00 001 §.00 1.00 - k=

A 11/06/09 Fri ol i

M 11/059/05 Mon 16:00 001 = o = = S o
11/10/08 Tue WORK 07:00 16:00 001 2.00 . i z 1.00 L

M 11/11/09 TWed a7:00 aol z 5 7 ! . :
11/12/02 Thu WORE | 07:20 1l&:00 001 7.E50 <. - s 1.00 o &

o M | = S 2 =5 =

M 11513509 Fri le: 00001 % = & . % =

_ [
- . . = 3]

fzutoﬁocesm [Show Schedule] [ Forecasting | [ &pprove. | Fay Periods back | 1 ll;]] Key

From 11/01/2009 ta11/14/2009

[11/08/2009 11/09/2009 11/10/2009 11/11/2009 11/12/2009 11/13/2008 11/14/2009 Totak |

Fiea 0.00 000 8.0 0.00 7.50 L0 4750

o1 0.00 oo 000 000 000 oo oo

072 0.00 000 000 000 0.00 oo a0

||| [o13 0.00 ] 00 000 0.00 00 000

_ ]| || [ Onpaid 0.00 000 1.00 0.00 1.00 Lo &

B Listed Dallars 0.00 0.0a 0.00 0.0a 0.00 0.00/ 0.00]

%gﬁ:ﬁﬁ;aﬁe’:am (_Bepiocess | [ Add Trans | [Editiadd Stert | [Editéadd Stop | [[pultple Mise. | |Frorn Schechl=
[ Print J I Lloze

4. This will move us to the Transactions Tab. Looking at the sequence; we can see the
employee forgot to create a “CLOCK IN” punch before they transferred departments.
Because the department transfer was almost an hour later than their scheduled start
time, we will create a “CLOCK IN” transaction. In our example the employee’s real
start time was “07:00:00".
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Configure Employee

99999 Timecard || Schedule | Transactions | Status || Benefits || Messages | Wages | Badges || Profis || Clocks | Detail|
Test,Sam =
Rlf D2 Dae Tie kel Riompt Eool Bade  Redsonll
- Mon 11/02/200% 07:00:00 * CLOCKED IN ool o]
Division | ALL el Mon 11/02/200% 15:00:00 § CLOCKED OUT onl |
Group | ALL ] Tue L1/03/200% 07:00:00 * CLOCKED IN 0oL
Tue 11/03/200% 16:00:00 # CLOCKED 0UT 0oL
Hext Wed 11/04/2009 07:00:00 =% CLOCKED IN 0oL
00001 ‘washington, Carel  [a | Wed 11/04fZ009 16:00:00 & CLOCKED 0UT o0l
00002 Baines, Peter Thu 117082009 07:00:00 = CLOCKED IN ool
00003 Anderson. Frank. Thu 11/05/2009 16:00:00 § CLOCKED OUT oo1
00004 Jones, David Mon 11/09/2009 16:00:00  # CLOCKED 0UT oL
Tue 11/10/2009 07:00:00  * CLOCKED IN 001
Tue 11/10/2009 16:00:00  # CLOCKED 0UT 001
Wed 11/11/2009 07:00:00 * CLOCKED IN 001
Thu 11/12/2003 07 o+ CLOCKED IN ool
Thu 1 # CLOCKED 0UT 0ol
0

ENTER DEDARTMENT

Fri

# CLOCKED 0UT ool
]
November 2009 &l
SUPERVISOR FROMPT INFUT
Badge 1111111111 EMTER DEPARTMENT 002

Mame OPERATOR.SYSTEM
Date 11/18/2003
[] Time 16:17:42

B Listed

@ Number O Name Add [} Eat
[[] Shaw Inactives
S—

5. Click the Add button to create a new transaction.

6. This will open the Transaction Details screen with a copy of the transaction selected.

We want to add the Start Time and the Function of the transaction.

7. Modify the Time from “07:53:00” to “07:00:00” and Change the Function to

“‘CLOCKED IN".

Iransaction Detail tor 999995 est . Sam

) Arslirsiirs)
209 07:53: 00
- I =1=1

A Fufiction 0 ENTER DEPARTMENT

Demo TASZOL
Reason [1] [ Overnde Hodnd | | Dwverride Attend ]

Frompts from Cloc

Prompt 1 ENTIER DEPARTHMENT E]
Prompt 2
Prampt 3
Prompt 4

ADDING TRANSACTION i | [ Cancel

Transaction Detail for 99999 és_."am

Date and Time:

T AT L ——— _[VI-
11/12/2009 07:00:00 [Fi e |
N R e x| Clock| 001 Demo TaSzoL 2]l

Heason; |v_] |_ Oxemde Hound J l Overide Attend I
- [Dverride Automatic Lunches and Blegks]

ADDING TRANSACTION Lok | [ Cancel |
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8. Click OK to create the new transaction. This will create the new transaction in the

Transaction Maintenance screen.

Employee

Timecard || Sched Benefits || Messages

| wages | Badaes | Fiaiiles || Clacks | Detail |

Test,Sam

Diwision | LL ]

Group | &LL L]

:
00001 “Washingtan, Caral t\J
00002 Baines, Peter

00003 Anderson, Frank

00004 Jones, David

00005 Smith, John

6 Listed
) Number O Name
[ Show Inactives

Day Date \ Ay Prompt Clock Badge Reason[£]
Mon 1170Zf2003 07000 ® CLOCKED IN 0oL &l
Kon 11702/Z009 16:00:00  § CLOCKED 0UT 0oL =
Tue 11/03/2008 07:00:00  * CLOCKED TH 001
Tue 11/03/2008 16:00:00  # CLOCKED 0UT 001
Ted 11/04/2003 07:00:00  * CLOCKED TH 001
Ted 1170472003 16:00:00 % CLOCKED 0UT 0oL
Thu 1170572003 07:00:00 CLOCKED IN 0oL
Thu 11/05/2009 16:00:00 £ CLOCKED 0UT 0oL
Eon 11/08/2003 16:00:00  § CLOCKED 0UT 0oL
Tue 11/10/2008 07:00:00  * CLOCKED TH 001
Tue 11/10/2008 1£:00:00  # CLOCKED OUT 001
Ted 1171172003 07:00: » CLOCKED IN 0oL
Thu 1171272003 07:30: ® CLOCKED IN 0oL
| Thu 11/12/2009 16:00 # CLOCKED 0UT 0oL
Fri 11/13/2009 07:53:00 0  ENTER DEPARTHENT 001
Fri 11/13/2008 16:00:00  # CLOCKED 0UT 001
a2
November 2009 =
SUPERVISOR PROMPT INFUT
Badge 1111111111 CLOCKED IN
Mame OPERATORSYSTEM
Date 11/18/2009
Time 16:26:50
[ aee [ Ede ][ Dekle |

9. Press the Timecard tab, and reprocess if auto processing is not enabled, to see the
changes to the employees Totals.

Timecard | Schedule || Transactions || Stalus || Benefits | Messages

Configure” Employes

|| wages | Badges | Prafies || Clacks | Detail |

00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
(00005 Smith, John

B Listed
(5 Number ) Name
[] Show Inactives

Date Day Cat  Stat  Stop [Depatment] Reg 0OT1 072 073 Unpaid Dollars 5[]
11/02/09 Mon UORK 07:00 16:00 001 g.00 . E z 1.00 ey
oo 11/03/0% Tue WORK 07:00 16:00 001 .00 100 I ]
Division | ALL 3 11/04/0% Wed WORK 07:00 16:00 001 g.00 1.00 .=
Giroup | &1L [a] ||| 1105709 Thu woRR | 07:00 16:00 001 8.00 1.00 e
— |l|& 11/06/09 Fri 0ol
M 11/09/0% Mon 16:00 001 5 2
11/10/0% Tus WORK 07:00 16:00 001 500 1.00 ]
00001 washingtar, Carol | Mo11/1] ————— -

Thu W0, 16:00

>

o |Show Scheduls| | Forecasting Approve

BE

Pay Periods back =
From 11/01/2009 to 11/14/2003

11/08/2009 11/09/2009 11/10/2009 11/11/2009 11/12/2003 11413 14147200 Totals |
Req | [i] .01 .01 5 0.0 55,50
ari i} .01 i} .01 i} 0,00l
arz i} 0.0 i} 0.0 i} 0.0 0.00
a3 1] .01 1] .01 1] 0.0 0.00
Unpaid i} .01 1 .01 1 0.0 7.00
Dallars 1] 0.0 1] 0.0 1] 0.0 0.00;

[LRsprocess | [_AddTrans | [Edisadd5tan] [Edtvadd Stop | [Mubiple Misc. ] | Frem Schechl

10. The “M” next to Friday has now disappeared. This means that Friday’s transactions
are in the correct sequence.
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USING THE APPROVAL EDITOR
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Using the Approval Editor

The Approval Editor is a useful tool for editing and reporting employee errors. It can
report Missing Punches, Absences, and Attendance infractions for employees thus
allowing you to make changes to the employee’s Time Card.

1.

To open the Approval Editor click on the Approval Editor icon, or select Edit, then
select Approval Editor.

File Edit Reports Configure Clocks  Help

L4 Status Board...

%) Task Organizer..,
Access Center..,

@ gotal >
Benefit Accruals »
Qccurrence Ratings 4

2. This will open the Approval Editor Selection screen. From this screen you can view

all employee infractions based on the options you select. Absences, Missing
Punches and Attendance Infractions can be displayed.

To filter the information, select Absences, Missing, Attendance or Requests. The
Absences selection will only show Absences. The Missing selection will only show
Missing Punches and Other Exceptions. The Attendance selection will only show
Attendance Infractions (Attendance Codes). The Requests selection will only show
Time-Off Requests submitted by the employee. If All is selected, all information will
be displayed. You can also filter employees by Groups and Divisions.

Reazon

0nao

o000t ‘washington,Caral

aooot Washingtan, Carol Thu 11/05/2009 07.00:00 Abzent

oooot ‘washington,Caral Fri 11/06/2009 O7:.00:00 Abzent

o000t ‘washington,Caral Mon | 11/09/2009 07:00:00 Abzent

oooot ‘wiashington,Caral Tuwe 1141042009 O7:00:00 Abzent

o000t ‘washington,Caral ‘whed 1141142009 07:00:00 Abzent

aooot ‘Washington, Carol Thu 1141242009 07:00:00 Abzent

o000t ‘washington,Caral Fri 11/413/2009 07.00:00 Abzent

aooot Washingtan, Caral Mon 1141642009 07:00:00 Abzent

o000t ‘washington,Caral Tuwe 11A47/2009 07:00:00 Abzent

oooot ‘washington,Caral ‘whed 1141842009 07:00:00 Abzent

99393 Test.5am Fri | 11/06/2009 07:00:00 Abzent =
99393 Test.5am Maon | 11/16/2009 07:00.00 Abzent ]
17 Listed ] Show Count Totals
@Active Employees Olnactive Employees OAIIEmpIO}Iees |ALL GROUPS v‘| |ALL DIVISIONS v

[ Edi ][ Close |
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Missing Punches and Other Exceptions easier.

5. The Approval Editor displays employee Sam Test with a Missing Punch for

Monday—November 9, 2009. Select the transaction and press the Edit button.

Approval Editor Selection

Select the Missing option to view only Missing Punches. This will make finding

=

i W
Absences Missing Attendance Requests All
* Mumber Name Dow  Dateand Time Code Reaszon ]
[Mon | 11/09/2009 16:00.00 | | Mizsing Punch
129333 | Test.Sam |Yed 11/11/2003 07.00:00 | Mizzing Punch
2 Ligted [ Shaw Count Tatals

(&) pctive Employees ) Inactive Employess Al Employess |ALL GROUPS |\_r]| |ALL DIVISIONS |_v_]|

A ¥

Edit LCloze

6. This will open a special Online Timecard for the employee.

7. Select Monday and look at the sequence. The employee has a Clock Out at
“16:00:00”, but the employee did not Clock In.
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Timecard i Schedule | Transactions |

[rate Day Cat Start Stop Feg aT1 072 0T3  Unpaid Dollars SE
1170209 Mon WORE | 07:00 le:00/0C 5.00 1.00 = |l
11/03/09 Tue WORK | 07:00 16:00 06 .00 1.00 = |
11404709 Wed WOBK | 07:00 16:00 06 5.00 1.00 *
11/05/0% Thu WORK | 07:00 16:00 0G 5.00 . . 1.00 .
L 11706408 Fri : : ] ; : :
M 11/09/03 Mon S E eSS
11/10/0% Tue WORE | 07:00 16:00 0G g.00 . . ] 1.00 .o
M 11£11/09 Wed 07:00 : :
11/12/09 Thu WORK | 07:30 IL | 1&:00 0G 7.580 1.00 =
11413709 Fri WOBK | 07:00 07:53 0.88 : *
11/13/09 Fri WORE | 07:52 l&:00 0G Fol 1.00 *
_ _ _ | | i} e
ﬁuiﬁ'f—ro&exsr‘i I Show Schedule Pay Periads back % ey E
From 11/01/2009 to 111420039
| 11/08/2008 1140942009 114102009 11A11/2009 1142/2009 112342009 111472009 Totals |
Feg 0.00 g.00 .00 7.h0 2.00 0.00] 5550
aTi 0.00 0.00 0.00 0.00 0.00 0.00| 0.00|
aTe 0.00 Q.00 n.oo Q.00 .00 0.00| 0.00
aT13 0.00 0.00 0.00 0.00 0.00 .00 0.00)
Unpaid 0.00 1.00 .00 1.00 1.00 0.00| .00
Dallars 0.00 ol m\ 0.00 0.00 0.00 0.00] 0.00
|_Beprocess | [ add Trank_| [ Editeadd Start | [Ecifadd Stop | [ bultple Mise, | o & checiie
g
i S

LCloze

8. Select the line for Monday and click the Edit/Add Start button. This will open the
Transaction Detail screen.

9. Create a new transaction with the correct Time and Function. In our example, the
employee started their shift at “07:00:00”, with a “Clocked In”.

Transaction Detail for 99999 Test,Sam
[rate and Time

il [ [ Function +
iE 07:00:00 Mo
===l Clack | oo
Feason
ADDING TRANSACTION

CLOCEED IN

Demo TALRZO0OL

(s

el

\v| [ Overide Round | [ Ovenide Attend |

[Dverrida Automatic Lunches and Breaks]

oK

| |

LCancel ]

10. Click OK to create the new transaction. Press the Reprocess button if Auto
Processing is not enabled. This will update the Online Timecard and show the
correct totals for Monday.

11. After correcting any other errors in the employee’s time card click Close to return to
the Approval Editor.
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ADDING EMPLOYEES TO THE
TIMECLOCK FOR PROFILE
LOCKOUTS
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Adding an Employee to the Time Clock for Profile Lockouts

Profile Lockouts are schedules the Time Clock uses to restrict Employee Access. If an
Employee is new, you need to update the Time Clock to restrict the new employee.

1.

2.

After the employee has been added, they need to be assigned to a Profile. While
adding the employee, one of the options will be the Profile Assignments Screen. If
this step was skipped when the employee was first added, you can access this
screen by selecting the employee by name or employee number from the drop down
list and select the Profiles Tab. This will take you to the Profile Assignments Screen.

Test,Sam

Divizion | ALL |
Group | ALL 2
lex

00001 Washington, Carcl [
00002 Baines, Peter il
00003 Anderson, Frark

00004 Jones, David

00005 Smith, John

£ Listed
) Mumber () Mame
[ Show Inactives

Timecard || Schedule | Transactions || Status || Benefitz || Messages || Wages || Bd
FROFILES &55IGMED
Closk D

Schedules
Sun Mon Tue Wed Thu Fri  Sat

Access

=

AlClocks | [ add

I Frint ] I Lloze J

In the Profile Assignment screen click the Add button. This will open the Profile
Assignment Details screen to configure the profile for the employee.
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Frofile Assignment Detarl ror 299324

E|Dck@Demn TAEZOL >

Frofile inuse | 0001 || Default Profile eveny 30 min,

Sunday | Schedulel  |w Thuisday | Schedule 1 [v)
Monday | Scheduls 1 V Friday  Schedule 1 v
Tuesday |Scheduel ] Satuday | Schedule 1 [

Wednezday | Schedule 1 v

3. From this screen, you can select Clocks that have profiles in use. Since Demo
TA520L is the only clock that is using Profiles, select it. The Profiles in use shows
the name of the Profile that the clock is assigned. Make sure that Valid Access is
selected.

4. Each day can be configured to use different Profile Schedules. This is useful for
employees that work different hours each day. Select the Profile Schedule that
matches the Employee Hours Schedule. Once each day is configured, click OK.

5. Now that the employee is configured, you need to update the time clock to restrict
the employee. Click on the Poll Terminals icon, or select Clocks, and then Poll.

c § PROime Americarine.

File Edit Reports Configure Clocks Help Clocks
R ﬂa S PR

Set Date and Time. ..
G Configure »

iple Pall...
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6. Select the time clock and click the Add button, this will move the time clock from the
left window to the right window. After moving the time clock, select the Polling
Options tab.

Poll'Clock Selection

Poll Clocks :

Clock Selection mng Options |

I001  Demo TAGZOL
g0z TATE0/TATEE
ooz HP2000

3 A ailable 0 Selected

7. Select all options needed for your particular clock. In the example, Poll
Transactions, Clear Clocks Transactions, Program Clock, and Load Profile
Tables have been selected.

Poll Clock Selection

Poll Clocks

S

' Clock Selection ” Polling Options

Options
Fall Tranzactions Frogram Clock [] Load ccess control table
Clear Clock transactions [1Load Bell schedules L '

[ 5et Clack date and time [ Load Messages [] Load Level Y alidation

Feaderz

[]5end Templates [ Clear Templates [] Retiieve Templates

[]Process punches after poling

| Fol | [  Clse |

8. Click the Poll button to start programming the clock. Now the time clock will have
your Employee Profile Assignments. If any of the checked options do not take place,
Genesis Pro will display an Error Report that can be printed.
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MANUALLY POLLING
THE TIME CLOCKS
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Manually PoIIing_] the Time Clocks

Genesis Pro allows the system user to retrieve and update the employees Time Card by
manually polling each terminal. Before you can poll a terminal you do need a polling key
or a system key attached to the parallel port or USB of your computer.

1. Click on the Poll Terminals icon, or select Clocks, and then Poll.
G i PROT-"ime America Inc.

File Edit Reports Configure _Clocks Help File Edit Reports Configure RellEE
] : % | 2 - ja
9 (2 )00TE]| [BTF o3

Set Date and Time. ..
@ Configure »

2. This will open the Poll Clock Selection Screen.

Poll Clocks L::\' :
mull wiIvGiAo - '
-
Clock Selection IPDIIing Options
001 Dewmo TaszoL b

/‘: 00z  TATS0/TATEE
ooz HPEOOO

Add all

3 Available 0 Selectad

LCloze

3. Select the clock in the left window and click the Add button. This will move the clock
to the right window. To choose every clock in the left window use the Add all button.

4. Select the Polling Options Tab to move to the Polling Options screen.
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5. Select the Poll Transactions, Clear Clocks transactions, and Process punches
after polling.

Clock Selection | Polling Options

O ptions
Foll Tranzactionz ] Program Clock [] Load fxzcess control table
Clear Clock tranzactions []Load Bell schedules [] Load Profile tables
[] 5et Clock date and time []Load Messages [ Load Level W alidation
Readers

| []5end Templates [ ] Clear Templates [ ] Retrieve Templates

[“Proces: punches after palling: '

Cloze ]

6. The Poll Transactions option will retrieve all the punches from the selected time
clocks. The Clear Clocks transactions option will remove all transactions from the
selected time clocks. Clear Clocks transactions cannot be selected without first
selecting Poll Transactions. Removing polled transactions from the time clock
makes room for new transactions. The Process punches after polling option will
update the Timecards to show the new transactions.

7. Click the Poll button to start the download process. Now the selected time clocks will
be cleared of all old transactions and have extra space for new transactions. If a
clock does not poll, Genesis Pro will display an Error Report that you can print.
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Visit Our Online Support Center For Frequently Asked Questions:
www.centraltimeclock.com/support

| /' Central Time Clock Tel: (718) 784-4900

Since 1931 www.centraltimeclock.com



