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Adding New Employees

As a company grows, hiring more employees is an expected experience. TA100 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 Daily Operations, then
Employee. This will open the Configure Employee Screen.

e
'55:] Task Crganizer ...
@ Global »

Benefit Accruals 3

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

Timecard [ Schedule || Transactions | Status || Benefits || Messages || Wages || Badges | 10 || Clcks || Detail

Cat Stat  Stop  [Depatment] Reg 0T1  OT2  0T3  Unpad
OXL
A 11717409 Tue

Division | LL e

A 11718709 Wed o001
-
Group | ALL 2]
Mext >

i 000 aton, Carcl([E
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones. David
00005 Smith, John
00006 Sample, Jos

[lito Processing (Show Schedule] [ Forscasting ] [ &pprove ] Pap Pariods Hask = Key
From 11/15/2009 to11/21,/2003
11415/2009 111642009 11/417/2009 11/18/2009 11/19/2009 11/20/2009 11/21/2009 ) Tolals
Reg 0.00 0.00 0.00 0.00 0.00 0.00 0.00]
0T1 0.00 0.00 0.00 0.00 0.00/ 0.00
ar2 0.00 000 0.00 0.00 0.00] 000
T3 0.00 0.00 0.00 0.00 0.00 0.00
| v | | Unpaid 0.00 0.00 0.00 0.00 0.00] 0.00
B Listed Dollar 0.00 0.00 0.00 0.00 0.00] 0.00
(@) Number () Name - ; - -
e [ Feprocess J I Add Trans ] [Edll/Add Start } [Edll/Add Stop ] [ ultiple Misc. ] lE[UI‘ﬂ Schedula] [ Delete ]

[ R | [ gwe |
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3. Click the Add button at the bottom of the window to add a new employee.

Configure Employes

00001 Timecard | Schedule | Transactions || Status | Benefits || Messages EWages Badges || "4 || Clocks

Washington,Carol

Division [ 4LL ]

Group | ALL |_\__'_i.

[} arol
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, Jahn
00006 Sample, Jos

[e)
E Lizted

& Number () Mame
Show Inactives

B B ] [ Doee ] [ Pa] [ Cose ]

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

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 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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Schedule| Tranzactions Benefits Messages| Wiages

00001 Timecard |
Washington,Carol

Active | Number l:l
Division | 211 § ssM[-- ] Birth date
Group [ £LL Last name | |
¢« Prior | | Find | | Mestss |
< Prior | |_Fin lest >> itk ame] | Mi[]
00007 Washington, Caral E
00002 Baines, Peter dddress | |
00003 Anderson, Frank
00004 Jones, David Address | |
00005 Smith, John
00005 Sample. Jos City | |
ZpCode| | State| | Phore[( ] -
Email address | |

Hire date | 11/19/2009 | [[] Accrue this month  Fiscal | 1141942009

[ Use an Altemate Hire date for Benefits 01,;01,/1900

AT — —
Divisi0n|0000 TIME AMERICA, INC. |
G[Uup| NO GROUP ASSIGNED |2||
Haliday g[oup| ALL HOLIDAYS |Z||
Aeerual e | N0 ACCEUAL RULE DEFINED [
[ Use PC Clack
E Listed
MHumber Mame

/| Shaow Inactives

K

6. Add any Comments then click OK. This will open the Status screen.

status for Employee 99999 Test,5am

[ Sgd ] [ : Q,LE ] Delete
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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.

Status Maintenance

[rate
StatuS ........................
(iFull Tirme | (&) Permanert
() Part Time () Temparary
Folicies
001 Standard Policy 2
I B I [ Lancel I

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.

Assignment Start Date

G)?HireE () 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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\FSchedule details for the week o 0 009 - 0 009

Sunday tonday Tuezday “Wednesday Thursday Friday Saturday

Shift - Shift - Shift - Shift - Shift - Shift - Shift -
500 1 |w] go00 1 |w 500 1 [w) 500 1 |w) 00 1 |w) 00 1 |w) 500 1 |w
wmm"lmw Y Y N\ N\ N Y
37 o A o o o o
Start - Stop time Start - Staop time Start - Stop tima Start - Stop tima Start - Stop time Start - Stap time Start - Stop time
0000 -00 00 0000 -00:00 00:00 -00:00 0000 -00:00 (000 -00 - 00 (000 -0 00 0000 0000
[wfork Wiork Wiork Work winrk [wfork
Department Department Department Department Department Department Department
0005 Tra:¥| 000E Tra:¥| 0008 Tra:)w| 000E Tra: | 000E TraW| 0005 Tra:W| 000E Tra:¥|
Job - Job - Job - Job - Job - Job - Job -
0001 TAL() 0001 TALYM| 0001 TAL(W| 0001 TAL(w, 0001 TAL(w] 0001 TALYW) 0001 TALliw)
[ ] ] [ LCancel ]

11. Starting on Sunday, change the Shift and assign the employee to a Department and
Job (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.

MESSAGES ASSIGNED

Clock ID Message
[a]
(]
T - . -
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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.

MESSAGE
[ FDefault message to Employes name

Clock Code #35

[] Defauk message to Employes rame MESSEIQE

Meszage |

oo ) [LoCaneel ] [ oK Il Cancel ]

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 or job (if in use). Otherwise, select the Use a
global wage option.

(% Hourly i Salary

[ ]Use a global wage Repart Hours fram

Attendance Clocking

Diepartment ] I Job

18. If the employee is exempt, 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.
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Badge Assignment for 99999 Test, Sam

BADGES ASSIGHED
Nunber Talid

(]

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 and
check the Valid box, then click OK. If the employee has more than one badge,
repeat this step.

Badge Murnber '
Walid

LCancel

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. This will take you to the Clock
Assignments screen.
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Clock ssignments for 99999 Test Sam

Clock 1D Badge Time Zone  Reject Luatharity
(4]
(3]
Templates on file for badge numbers | Hone on file  [w]
Retrieve templates from A1l Assigmed iv_i
| &iCocks ||  add |

J
Cloze

22. The Clock Assignments screen is used to assign Hand Readers, TA7000 clocks and
TAT745/TA780/TA785 clocks to employees. This is necessary because the Hand
Reader clocks take measurements of an employee’s hand and the TA7000 and
TAT745/TA780/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.

23. 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 Assignment

Reader Clock | fifEai o
Employes
Badge 12345 ]

Add X

" "
ff/ add all hand readersy

Reject Overide | 0

Authority Level | 0[] -

[ ok | [ cance | I O, l[ Cancel

24. Now your employee is added to the TA100 Pro system.
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25. You may now click the Benefits 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.

[Configure Employee

EETE— TR | T T 3| 1 1] [
99999 Timecard | Schedule || Transactions | Status | (Benefits: | Messages || Wages || Badges || /4 | Clocks || Detal |
Test,Sam |
Active LJ| Fisoal Date 110142008 Berefit Hire Date: 11/ /2009

18 Daps of Sevice
Division | ALL Ml co

Drescription Allowed  Taken Pending Left Count  Cary date
Gloun AL]" ‘YJ LY T 3 ; 1 1 i

4_00 .00 0,00 4.00

i ER: AT /0
Newt | 0.00 o 01/01/
| 00001 W ashingtan, Carol |4
00002 Baines, Peter 1l
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

|WAC VACATION o.oo o.oo o.oo0 o.oo0 o 11/0L1/z002

7 Listed

homter e
Show |nactives

26. 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 screen. Continue to configure each benefit until
finished. Click Close to accept.

' Benefit Details for 99999 Test,5am S..:I

Day Date Amount Ealance Category Type Archived
| : 2.000000 4000000 PERS Given Hours N0 [BN
Sun 11/08/2003 00:00:01 Z.000000 £.000000 PERS Given Hours no

Show Accrued Adjustrments

I_ Manual Adj. J l LCloze I

27. You have successfully configured a new employee completely into TA100 Pro.
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NOTES
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Adding Transactions Using the Online Timecard

TA100 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 Daily Operations, then Employee.

Fil gily Operations  Reports  System Setup  Communications  Help

A (o7 IRV

gy Soeaoddrd. ..
'\S:] Task Crganizer ...
@ clobal »

Benefit Accruals 3

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

Timecard [ Schedule || Transactions || Status Benefits || Meszages | ‘Wages | Badges s | Clocks (| Detai
Test,Sam Date Day Cat  Gtat  Stop [Depaiment] FReg 0OT1  0OT2  0OT3 Unpad Dolar S [E]
Active L 11/16/03 Mon o]
| Tl |l 11/17/058 Tue o0oos 7
Division | ALL 2 llla 1171809 waa 0008
Group | ALL [se]l f|5 12415709 Thu 0aos
00001 “washington, Caral [
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, D avid
00005 Smith, John
| 00006 5 ample, Joe
95999 Sam
[ | | —| — — | el
(el ﬁocegsma [Show Schedule] [ Forecasting | [ Approve | Pay Periods hack F‘] Key
From 11/15/2009 to11421/2009
1141542009 114162009 114742009 11.418/2009 1141972009 11/20/2009 11/21/2009 | Totals
0.00 0.00 0.00 0.00 0.00] 0.oo)
0.00 0.0 0.00 0.on 0.00| 000
0.00 0.0 0.00 000 0.00 000
| 0.00 0.00 0.00 0.00 0.00] 0.00
_ || o0 oo ] ] 0.00] 0.00
7 Ligted 0.00 0.00 0.0a 0.00 0.00] 0.00
’;Eg’zﬁgaﬁeﬂm [ Reprocess | [ addTrans | [Editéadd Stat | [EdivaddStop | [ Mutisle Misc. | [From Schedule] [ Delete |

[ FErint I I Lloze . ]
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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. Use the
Override Round option to have TA100 Pro ignore the rounding rules for this
transaction. Use the Override Automatic Lunches and Breaks option to have
TA100 Pro ignore all lunch auto deductions. If the transaction is a Miscellaneous
Transaction, the Miscellaneous Information area will be available.

[al[alfa]l Funclion +  CLOCKED IN [se]
Rl 07 00: 00 | Mon =
B e TR =TT ] Clock 001  Demo TASZOL e
[ [yerride Bound J
l Dwemde Automatic Lunchesz and Breaks ]
ADDING TRANSACTION | ok || Ccancsl |

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

Transaction Detail for Y9999 Test Sam

Crate and Time

e X | LN e ¥ ) =R ENTER, DEPARTMENT v
11/17/2009 10:00: 00 | Tue A s L]
e Clock 001  pemo TASZOL IV_]_

[ Oyeride Bound. ]

Prompts from Clock

Prompt 1 ENTER DEPARTMENT : -
Prompt 2
Frompt 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.

DEPARTMEMT, EMTER 4 MUMERIC DIGITS

Cloze

© November 2009 Time America, Inc. 16
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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
checked 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.

[rate and Time

ADDIMNG QK Cancel

© November 2009 Time America, Inc. 17
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NOTES
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TRANSACTION MAINTENANCE
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Adding Transactions Using Transaction Maintenance

TA100 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 Daily Operations, then Employee.

Fil aily Operations  Reports  System Setup  Communications  Help

» o7 N |

L ooeeggard. .
\5:] Task Crganizer...
@ clobal v

Benefit Accruals 3

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

99999 Timecard | Schedule | Transactions | Status || Berefits || Messages || Wages || Badges || 1\ | Clocks || Detai
Test.Sam Date [Department] oT1

Active

Day Cat
A 11/1c/02 Mon

Start

Stop

Reqg aTe

072

Unpaid  Dollar 5 (2]

oo [ = l|a 11717709 Tue 00as
Division | ALL ™I s 11/18/05 wea 0oos
Graup | ALL [se]l f|& 12s23/02 THU 0005

00001 “washington, Caral [
00002 Bairnes, Peter

00003 Anderson, Frank,

00004 Jones, D avid

00005 Smith, John

vl

(Bl Eiocegsma [Show Schedule] [ Forecasting | [ Apprave | PLy Peiiads back LT'] Keu

From 11/15/2003 to11/21/2003

11/16/2003_11/16/2003 11/17/2009 11/16/2008 1171972009 11/20/2008 11/21/2003] Totals

Fea 000 000 0.0 oo oo oo

o7 000 0.00 0.0 000 Lo oo

072 0.00 0.00 0.00 0,00 Lo 0o

||| [or3 0.00 0.00 0.00 0,00 Lo oo

_ [w] || [Orpa | 0.00 0.00 0.00 000 L0 oo

7 Listed Dollar | 0.00 0.00 0.00 0.00 0.00 0.00] 0.00
";E:ﬁ?;aﬁe’:ame [ Beprocess | [ addTrans | [Editiadd Stant | [Ediiaddstop | [ Mutiple Mise. | [From Schedule] [ Deste |
[ Frint I l Close ]

© November 2009 Time America, Inc. 20
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3. Click on the Transactions Tab to be taken to the Transactions window.

Configure Employee

| Timecard :I Schedlle Staths I: Benefits :I Messages ! Wages :I Badges I: (AT :I Clocks || Detail |

F'romp_t Clock Badge

Division | ALL 2 ]
Group | ALL (]

00001 ‘W ashington, Caral [
00002 Baines, Peter mi
00003 Anderson, Frank

00004 Jones, David

00005 Srmith, Jahn

00008 Sample, Joe

el
November 2009 =l
SUPERYISOR PROMPT INPUT
Badge
Mame
Date
B] Time
7 Listed i
@ Number () Mame Add
Show Inactives
e —— .
[ FErint I [ Lloze J

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. Use the Override Round option to have TA100 Pro ignore the rounding
rules for this transaction. Use the Override Automatic Lunches and Breaks option
to have TA100 Pro ignore all lunch auto deductions. If the transaction is a
Miscellaneous Transaction, the Miscellaneous Information area will be available.

=1 = = Function *  CLOCHED IN

B O7:00: 00 Man ? =
I Clock 001  Demo TaSZOL [
[ Oyeride Bound J
[ Oyemide Automatic Lunches and Breaks ]
ADDING TRANSACTION | ok || Cancsl |

© November 2009 Time America, Inc. 21
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6. Some transactions have more information than the Function key. Department
transfers 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.

Transaction Detail for Y9999 Test Sam

Date and Time:

R V3 ERE Yy H ey Fur‘ri:-tig‘.'lr"l;. ENTER DEFARTMENT

111772009 10:00: 00| Tue e —
sl === Clack 001 Deme TASZOL 'v_]_

[ Oyeride Bound. ]

Prompts from Clock _
Prompt1 EMTER DEPARTMENT _ (]
Prompt 2
Frampt 3
Prompt 4

ADDING TRANSACTION Lok | [ 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. 22
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NOTES
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EDITING EXISTING
TRANSACTIONS USING THE
ONLINE TIMECARD
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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 Daily Operations, then Employee.

= 1Ime Amerca inc.

Fil gily Operations  Reports  System Setup  Communications  Help

©Ceyd

_ u

L SR,
‘§:] Task Crganizer...
@ clobal v

Benefit Accruals 3

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

Divigion | ALL

Group | ALL

00001 W ashington, Carol
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, D avid
00005 Smith, John
00006 Sample, Jos

9 il

7 Listed
&) Mumber ) Name
Shaow Inactives

(¥

Timecard | Schedule || Transactions || Status | Benefits || Messages ?Wages || Badges || 1'% || Clocks || Detai
Date  Day Cat  Stat  Stop Feg OT1 0OT2 073 Unpad Dolar 5[E
11/16/09 Mon WORK | 07:00 16:00 0005 .00 . . 1.00 N
M 11/17/03 Tue lo:00 0oos : : F
M 11/17/0% Tue 16:00 0005

A 11718703

Show Schedule| | Forecasting Approve Pay Periods back | [71 Key
From 11/15/2009 to11/21/2009
11A15/2003 11A6/2003 11417/2003 1141842003 1141942009 11/20/2009 11/21/2003 | Totals

Reg 0.00 a.00 0.00 0.00 000 0.00 a.00
0T1 0.00 0.00 0.00 i 0.00 0.00 0.00
072 0.00 0.00 0.00 0.00 0.00 0.00]
073 0.00 0.00 0.00 000 0.00 0.00
Unpaid 0.00 1.00 0.00 000 0.00 1.00
Dallar 0.00 0.00 000 i .00 0.00 0.00] 0.00]

| Bepiocess | [ AddTrans | [Editédd Stait | [Edisadd Stop | [ Muliple Misc. | [Erom Schedule| [ Delete |

l FErinit ] |_ Llose

I

© November 2009 Time America, Inc.
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3. Using the Online Timecard we can modify an existing transaction. For our example
we will change Monday start time from “07:00:00” to “08:00:00”. Select the first line
for Monday and click the Edit/Add Start button.

(Configtre Employes

| 99999 Timecard E Schedule || Transactions | Il Status |] Beneflts || Messages || W'ages || Badges |] l Elocks || Detall |

Test,Sam Date Da_l,l Cat  Start Stop m Feg 0OT1 0T2 073 Urpaid Dallar 5[E
Active 2 I

SRR T u ll,-'l'?.."DS Tue
Diivizion | ALL M M 11/17/09 Tue
Group | !ALL li]: A 11/18/09 Wad

A 11/13/0% Thu

00001 W ashington, Caral |A|| |
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John
00006 Sample, Joe

™
[B0to Processing (Show Schedule] [ Forecasting ] [ Approve Pay Periods back | [ = Key :
From 11/15/2009 to11/21/2009
_11/15/2009 11/16/2003 11/17/2008 11/18/2009 11/19/2009 11/20/2008 11/21/2003] Toiaks |
000 0.00 0o 0.00 0o BO0
000 0.00 000 0.00 0.00] 000
000 0.00 000 0.00 000 000
0.00 0.00 0.00 0.00 0.00] 00|
(. [v] ; : 0.00 0.00 000 0.00 000 1.00/
7 Listed ? ...... _0.00 0.00 _0.00 0.0a 0000 000

gﬁ:ﬁ?;acger:ame [ Reprocess H Add Trans ] EditdAdd Start Edlt.-"AddStop MultlpIeMlsc ule

< ’ |. _Eint ] [ Lloze ]

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 “08:00:00".

on [ietail for é'} Test am

Funclion| +  c1ockED I v
Clock 001 Demo TASZOL (]
3 [, Owerride Hound |
L.
11419/2003 122342 THU |_ Dwemide Automatic Lunches and Breaks |

EDITING TRANSACTION Lok | [ Cancal |

v (=  [=l(=](=]
11/16/2009 03:00:00  Mon
= ===

© November 2009 Time America, Inc. 26
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6. Click OK to modify the existing transaction. This will also change the existing
transaction in the Transaction Maintenance screen.

7. Click Reprocess button to see the changes to the employee’s totals.

Qaaaq Timecard | Schedule E, Tranzactions ;.' Status || Benefits | Messaﬁes Wages .: Badges i! A4 ‘| Clocks || Detail |
S
Day Cat Stat  Stop  [Depatment]! Reg 0OT1 072

072 Unpad  DoTer=—s<m.

Mon WORE
Uil 10:00

08:00| 16:00[0005
aoos

Diigion | ALL M 11/17/09 Tue TEToT
Group | ALL [ lla 11712/09 Wea 00os
— & 11/19/09 Thu 0005

Nest »>

00001 “washington, Carol [AI
00002 Baines, Peter i
00003 Anderzon, Frank

00004 Jones, David

00005 Smith, John

[l

=

ind [Show Schedule] [ Forecasting Approve

Pay Perinds back | [ Key

Fram 11/15/2009 ta11/21/2009

| 11415/2009 11A16/2009 111772009 11/18/2003 11/19/2009 11/20/2009 11/21/2009 (m
Feg | 7.00 0.00 0.00 0.00 0.00 0.00 | 7.00)
aT1 0.00 0.00 0.00 0.00 0.00] Sl 00
aT2 0.00 0.00 0.00 0.00 0.00 0.00
/|| lBT3 | . 0.00 0.00 0.00 0.00 0.00] 0.00|
™I || [Unpaid | . 0.00 000 0.00 0.00 0.00] 1.00]
7 Listed Dollar | o.og .00 oog .00 oog 0.00 0ool 0.00/
@ Number O Name ; ; —— R
S [ BReprocess ] [ Add Trans ] [Edlt.-"Add Start ] [Edlt:’Add Stop ] [Multlple Mizi. J o Dielete
l Print ] [ Cloze ]

8. The Transaction is now changed to “08:00:00” 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

03:00: 00 Man

EDITING 0K 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 Daily Operations, then Employee.

= 1Ime Amerca inc.

Fil gily Operations  Reports  System Setup  Communications  Help

» o7 N |

L SR,
‘§:] Task Crganizer...
@ clobal v

Benefit Accruals 3

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

Timecard [Schedule-. .Transactions, Statuz | Benefitz | Messages EIW'ages Badges || ' | Clocks | Detail
Date  Day Cat  Stat  Stop [Depafmertl Reg 071 072 073 Urpad Dola  S[E
Mon WORE | 05:00| 16:00({0005 - = =

11/17/0%8 Tue 10:00 0o0os
EL Ay e e 1&:00(0005
11/18/08 Wed 0008
I1/159/09 Thai aoog

Divizion | ALL
Group | ALL

00001 *wfashington, Caral
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John
00008 Sample, Joe
9 J

. vi
Shaw Schedule] [ Forecasting Approve Pay Perinds back ["fl Ky ?
From 11/15/2003 to11/21/2003

1141542003 11.16/201 2003 11/18/2009 11/19/2009 11/20/2009 11/21/2009 Tatals |

Reg | 0.00 7 0.00 000 0.00 0.00 0.00] 7.00

0T | 0.00 0.00 000 0.00 0.00 0.00] 0.00)

T2 0.00 0.00 0.no 0.00 0.00 0.00 0.00

— || 1073 0.00 0.00 000 0.00 0.00 0.00 0.00

] ) () Unpaid | 0.00 0.00 000 0.00 0.00 0.00 1.00
7 Listed Dollar | 0.00 000 .00 ikl .00 0.0 aonl ool

& Number () Name

S [ Bepocess | [ AdaTians | [Editiadd Stert | [Edieadd Stop | [ Multiple Miss, | | From Seohechi

l FErint ] [ Cloze ]
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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
Tuesday the employee did not punch correctly. This is indicated by the “M” next to
Tuesday’s transactions. Press the Transactions tab to check the sequence of
Tuesday’s transactions.

Timecard [ Schedulf | Transactions | Yetatus || Bensfitz | Messages | ‘whages || Badges || [0 || Clocks || Detail
Date  Day Mg Gtage”Stop [Depatment] FReg 0T1 072 073 Urpaid Dallar 5 [E]
11/16/03 Mon WORE 8:00| 16:00(0005 " %

T 11/17/02 Tue 0:00 0o0os

Division | ALL M 11/17/09 Tus 1&:00 000S
Group.ALL A 11/12/02 Wed 0o00s
A 11/19/0% Thu oo0os

ain02 Baines, Peter

00003 Anderzon, Frank
00004 Jones, David
00005 Smith, John

I hiow Schedule] Forecasting Approve Pay Periods back ['Tl Key
From 11/15/2009 to11/21/2009

[ 11/15/2003 11/16/2003 11/17/2003 11716/2009 1171972009 11/20/2003 11/21/2008] Totaks |
Fea | 000 000 00D 0.00 O AT
oTi 00D 000 000 0.00 Lo 000
o1z 0o oo oo 000 T T
||| [oT2 000 000 oo 000 o om
L [ || |Orpaid | 00 000 00 000 oo 1
7 Listed Dollar | 0.0a 0.00 0.0a 0.00 0.00 0.00 0.00] 0.00]
’;Egﬁﬁ;aﬁe’:am [LBepiocess | [ addTrans | [Edtadd St ] [Editéadd Stop | [MulipleMise | |From Schede
l Print ] [ Cloze ]

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 over 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 | Bengfits || Messages .: \wages || Badges “ (A% i: Clacks || Detail |
Test,Sam :
Active D M I e A Bl e ) |
* i o IN [l
Division | ALL Mon 11/16/2009 16:00:00  § CLOCKED OUT oor
Group | ALL Tue 11/17/200% 10:00:00 0 ENTER DEPARTMENT ool
= Tue 11/17/2008 16:00:00  # CLOCKED OUT ool
00001 washington, Caral [
00002 Baines, Peter |
00003 Anderson, Frank
00004 Jones, Dravid
00005 Sith, Johin
00006 Sample, Jos
]
November 2009 @l
SUFERVISOR FROMPT INPUT
Badge 1111111111 CLOCKED IN
Mame OPERATOR SYSTEM
Date 11/19/2003
t’| Time 12:38:41
7 Listed i
@ Humber O Hame [ add | [) Edt | [ Delete |
Show Inactives B 4
[ Pirit I [ Lloze ]

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

5. Click the Add button to create a new transaction.
6.

We want to add the Start Time and the Function of the transaction.
7.

“‘CLOCKED IN".

Modify the Time from “10:00:00” to “07:00:00” and Change the Function to

© November 2009 Time America, Inc.
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Trransaction Detail for 99999 Test, 5am

Promts fom Clock
Prompt1  ENTER DEPARTMENT
Frompt 2
Frompt 3
Prompt 4

ADDING TRANSACTION

|| 0 ENTER DEPALTMENT )
Demo TASZOL " ||

Overnde Round ]

ADDING TRANSACTION

Transaction Maintenance screen.

Configure Employee

| Status ‘ Eanaf\lsl Messages ‘ \N’ages| Badges| N\Al

Clocks || Detal
Date Time Key Prompt Clock Badge
— Mon 11/16/2009 08:00:00 % CLOCKED IN oo1
DMSIDHM Mon 11/16/200% 16:00:00 & CLOCKED 0UT ool
Group | ALL Tue 11/17/2 oo * CLOCKED IN
Tue 11/17/2009 10:00:00 4@ ENTER DEPARTMENT ool
(xPion] [CFind ] et Tue 11/17/2009 16:00:00 4 CLOCKED 0UT 0oL
00001 “Washington, Caral |
00002 Baines, Peter
00003 Andersan, Frank
00004 Jones, David
00005 Smith, John
00006 Sample. J
November 2009 =
SUPERWISOR PROMPT INPUT
Badge 1111111111 CLOCKED IN
Mame OPERATOR SYSTEM
Date 11/19/2009
Time 12:53.03
7 Listed
® Mumber O Name Add _Edit Delete
Showe Inactives

TN

Click OK to create the new transaction. This will create the new transaction in the
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9. Press the Timecard tab, and reprocess if auto processing is not enabled, to see the
changes to the employees Totals.

99999 Timecard I Schedule || Transactions !'I Status 'i Benefits : Meszages ii Wages : Badges Ii 1A ] Clacks |] Dietail |
Test,Sam Date  Day Cat  Stat Stop [Depaimentl Reg 0T1 072 073 Urpaid Dolar 5 [F]
Active i [
s [ - 11/17/08 Tue WORK 07:00 10:00 0005 .00 . _ ; 2 2 ,
Division L w— ||| 11/17/0% Tue WORK 10:00 16:00 0002 .00 . . . 1.00 I
Group | ALL (sl I 1Y 0005 3 —
L — l||& 11/19/09 Thu e
P Netieh)
| 00001 W/ ashington, Carol [
00002 Baines, Peter il
00003 Anderson, Frank
00004 Jones, David |
00005 Smith, John
| 00006 Sample, Joe
|
[Show Schedule] [ Forecasting Approve Pay Periods back | [ m. Key :
From 11/15/2009 to11/21/2009
UU&%H‘IB.-’?DDS 11/19/2009 11/20/2009 11/21/2009 | Tatals |
Feg 8.00 0.00 0.00 0.00 0.00; 15.00|
oT1 e 0.00 0.00 0.00 0.00; 0.00|
|]] 1212 0.00 0.00 0.00 0.00 0.00] 0.00]
|]] 1813 0.00 0.00 0.00 0.00 0.00] 0.00]
| ]| || [Cmpad | 1.00 0.00 0.00 0.00 oo 200
7 Listed Dallar | 0.00 0.00 0.00] 0.00 0.00] 0.00 0.00] 0.00]
’;EQ’ETLE,CE\?E’:“E [ Beprocess | [_addTrans | [EdtiaddStar | [EdiiaddSiop | [Muliple Misc. | 1o .
[ Pt [ Cese ]

10. The “M” next to Tuesday has now disappeared. This means that Tuesday’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 and Absences 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 Daily
Operations, then select Approval Editor.

Filz @ MiMwQperations Reporks  Syskem Setup  Communications  Help
“ * r‘\ 0 ..I .!

Ll Status Board...
'g_] Task Organizer ...

@ clobal »

Benefit Accruals

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 and Missing
Punches can be displayed.

3. Tofilter the information, select Absences or Missing. The Absences selection will
only show Absences. The Missing selection will only show Missing Punches and
Other Exceptions. If All is selected, all information will be displayed. You can also
filter employees by Groups and Divisions.

Absences(23) Missing (2) All(30)

[ Mumber Mame Dow Date and Time Code Resson |

Carg [Fen [11 oo | | &bsent
00001 W ashingtan, Carol Wwied|11,/11,/2009 07.00:00 Abzent | 2
00001 W ashington, Carol Thu 11/12/2009 07.00.00 Abzent F |
ooo0d W ashingtan, Carol Fri 1141342009 07:00:00 Ahzent -
000 W azhington, Carol Man 11/16/20039 O07:00:00 Abzent
ooo0d W ashington, Carol Tue 111742003 07:00.00 Bhzent
o001 W ashingtan, Carol Wed 11,/18/2009 07:00:00 Ahzent
00001 W ashington, Carol Thu 1141942009 07.00,00 Abgent
oooo2 Baines Peter Man  11/09/2009 08:00:00 Absent
ooooz Baines, Peter Tue 11/10/2009 08:00:00 Abzent
0oooz2 B aines Peter Wwied 11,/11/2003 08:00:00 Abzent
00003 Anderzon Frank Man 110920039 OF:00:00 Abzent
00003 Anderzon Frank Tue [11/10/2003 07.00:00 Abgent
00004 Jones,David Man  11,/09/2009 15:00:00 Abszent 5
00004 ones,David (Tue 11/10/2003 15:00:00 | Absent sl
30 Listed Show Count Totals
() Active Employees () Inactive Employess (=) &l Emplopess |.°.LL GROUDE .v| |ALL DIVISIONS .V,

[ Edt  |[  Cose |
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4. Select the Missing option to filter out the Absences. This will make finding Missing
Punches easier.

5. The Approval Editor displays employee Sam Test with a Missing Punche for
Wednesday—November 18, 2009. Select the transaction and press the Edit button.

Approval Editor Selection

g&

Absences(28) Missing {2 All(30)
| humber hame Dow  Date and Time Cade Reason |
| 0000R Sample.Joe Wied 11/11/2009 08:00:00 Mizzing Punch i
_____ | Test Sam : 20000 g Punch

I

2 Listed [#] Show Court Tatals
() Active Employees () Inactive Employess () Al Employees |ALL GROUPS [r_“ |ALL DIVISIONS |_\£]|

e —

( | Edi Jj) Close |

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

7. Select Wednesday and look at the sequence. The employee started at “07:00:00”,
but the employee did not Clock Out.
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Appruvi for E1|iiuyee Test .Qm

Timecard ! Schedule | Transactions |

D ate [Day Cat Start Stop Feg aT1 072 0T3  Unpaid Dollar 5 E
11416709 Mon WORE | 08:00IL 1&:00 7.00 . ] ] 1.00 ot |
11/17/09 Tue WORK 07:00 l0:00 3.00 . E g % o el
11/17/0% Tue WORE | 10:00 1&-00 500 . : s 1.00 . *

M 117185059 Wed

A 11719509 Thu

| | - . . [ael
(Show Schedule] PP Pay Periods back [0 &= Key
From 11/15/2009 ta11/21/2009
[11/15/2000 11/16/2009 11/17/2009 11/18/2009 111942009 11/20/2009 11/21/2009]  Totals
Feg : 0.00 7.00 000 0.00 ooa 1500
oT1 0.00 0.00 000 0.00 0.00| 0.00
0T ' .00 0.00 000 0.00 0| .00
oT3 5 0.00 0.0 . 000 0.00 00| 0.00
Unpaid | 0.00 1.00 1.00 0.00 000 0.00 000 200
Dallar . 0.00 0.00 .00 07 0.0a _0.00 0.00/] 0.00

| Fepiocess | [ addTrans | [Edizadd Sért Edit/Add Stop &Itipla_hﬂisc.
\/

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

9. Create a new transaction with the correct Time and Function. In our example, the
employee ended their shift at “16:00:00”, with a “Clocked Out”.

Funetion ¢ cLockeD out [v]
Clock 001 pemo Taszol ]
[ Oyeride Round ]
[ Owemde Punch Link-Back Time ]
ADDING TRANSACTION | ok || Cencel |

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 Wednesday.

11. After correcting any other errors in the employee’s time card click Close to return to
the Approval Editor.
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MANUALLY POLLING
THE TIME CLOCKS
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Manually PoIIing_] the Time Clocks

TA100 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 Communications, and then Poll.

erations Reports  System Setup  Communications  Help

» (o7 IRV

Set Date and Time..,
@ Configure 3

2. This will open the Poll Clock Selection Screen.

Poll Clock Selection

r_- ~ u e .
Poll Clocks L

Clock Selection ': Folling Options

00 Main Entry
\ Add

Add all

2 Available 0 5elected

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.

Poll'Clock Selection’

Clock Selection :

Options

Fall Tranzactions [ Program Clack:

Clear Clock tranzactions [[] Load Bell schedules

[ 5et Clock date and time [ Load Meszages

Feaders

[15end Templates []Clear Templates [ ] Retieve Templates
|
I Procezs punches after polling

 ——
( pPa | [ )cCiose |
N~~~

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, TA100 Pro will display an Error Report that you can print.

© November 2009 Time America, Inc. 43



TA100 PRO Quick Reference Guide

NOTES

© November 2009 Time America, Inc.

44



Quick Reference Guide

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



