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Read This First

Welcome

Welcome to Synel Americas TA100 Pro User's Guide. This manual is shipped with each new
TA100 Pro software package and is intended solely for use by the licensee. This User
Guide describes the installation and operation of the TA100 Pro system.

Accuracy of Information

The content of this manual is subject to change without notice. Before using this manual, verify that
the information contained in it is current. Proper installation, configuration, and operation of the
software are contingent upon reading and following the procedures contained in the latest revision of
the manual.

Additional Copies

Additional copies of this manual may be obtained from our website at www.synel-americas.com or
from your local Synel Americas dealer.

User Comments

Every effort is made to ensure that the information contained in this manual is accurate at the time of
publication. If you find an error or omission while reading this manual, direct your comments to:

Synel Americas, Inc. Attn:
Technical Publications

8665 E. Hartford Drive Suite #100
Scottsdale, AZ 85255

Or you can send emails to:
techsupport@synel-americas.com

We welcome your comments and suggestions.

Software Release Version
4.52a
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About This Manual

This section describes how to use this manual. In additionto providing you with step-by- step
knowledge for performing various procedures, this manual will help you get the most out of
TA100 Pro.

Disclaimer

Every attempt is made to keep this manual up-to-date. However, software enhancements do occur,

and the content of this manual is subject to change without notice. Before using this manual, verify

that the information contained in itis current. Proper installation, configuration, and operation of the
software are contingent upon reading and following the procedures contained in the latest version

of the manual.

Technical Support

If you encounter a problem or need technical support after reading this manual, please contact your
local Sales and Service Representative. Your local representative has received training in the areas
of software installation, configuration, operation, and advanced troubleshooting. They are qualified
to provide you with the highest level of technical support.

When Calling Technical Support for Assistance

If possible, contact your authorized local Sales and Service Representative while at the computer
experiencing the problem so you can quickly answer questions and implement the solutions
suggested by your representative.

Before calling, gather the following information. Your local Sales and Service Representative will
need this information to assist you.

e The version and serial number of your TA100 Pro software.
o The name and version of the Operating System. The type of network being used (if applicable).

e The model number and EPROM revision of the data collection terminal(s) used with the TA100
Pro software.

e The name of all software options and/or modules installed.
e The make and model of the host computer (PC).
o The operations being performed when the problem occurred.

e A printout of any error message that was displayed.




Installation

This section describes how to install the TA100 Pro software, the Sentinel System Driver, and
attach the hardware key.

System Requirements
To use the TA100 Pro system, the following are the recommended minimum system requirements must
be present.

e Windows 7/8/8.1/10 and server equivalents.

e CPU Core i3 or better.

e 2GB of total memory.

e A mouse, trackball, or other pointing device.

Additional Requirements

e 500MB of available disk space either on a workstation or accessible on a network drive.
e NOTE: A dedicated database server is not required.

e Additional disk space and an enhanced wide-area network connection may be required based on
the number of employees, network distance, communication method, and the amount of live data
contained in the system.

Polling PC
e Network connection.
e Available USB ports.

Installing the System
NOTE: Do not launch or run any other applications during the installation process.

Insert the TA100 Pro Installation CD into the CD ROM drive of the computer on which you wish to
install the software. The InstallShield Wizard should automatically appear.

@OO PRO




Installation

If the InstallShield does not automatically run, you may start the installation by navigating to My
Computer and double-clicking the icon for TA100 PRO.

| = | Manage This PC - O P
Computer View Cirive Tools it 0
« v~ o EH s ThisPC v | O O Search This PC

7 Quick access > Folders (7}

[ Desktop » ~ Devices and drives (2)

; Downloads Local Dick (C:) DVD RW Drive (D:) TA100 Pro
. - | ¥ 0 bytes free of 187 MB
Documents  # Wy 179 GB free of 231 GB CDES

[&=] Pictures -+

The TA100 Pro Setup window will appear.

TATH) Pro Setup

License Agreement

Pleaze read the fallowing i ent carefully.

e PAGE DO 2 the rest of the agreement.

[TA100 END USER LICENSE AGREEMENT
TIME AMERICA LICENSE AGREEMENT

This iz a legal agreement between you, the end uzer, and Time America

Inc. [HEREIMAFTER TIME AMERICA). BY CLICKING OM THE "ACCERPT" BUTTOM,
Y0OU ARE AGREEING TO BE BOUND BY THE TERMS OF THIS AGREEMENT. IF 0L
DO WOT AGREE TO ALL OF THE TERMS OF THIS AGREEMEMT, CLICK. THE

"DO NOT ACCEPT"BUTTOM AND THE IMSTALLATION PROCESS WILL MOT
COMTIMUE, PROMPTLY RETURMN THE PACKAGE AND THE ACCOMPANYIMG ITEMS
[including written materials and binders or ather containers)

TO THE PLACE v0OU OBTAIMED THEM FOR PRODUCT CREDIT.

TIME AMERICA SOFTWARE LICEMSE

1. GRAMT OF LICEMSE. Time Amenca grants o you the right to uge one
copy of the enclozed software program (hereinafter SOFTWARE ] on a
zingle terminal connected o a single computer (with a single CPLU).

s LY Ty L

st T cBak [| owes T n [




Installation

Click the Next button to advance to the next screen. The License Agreement screen will appear.

TAT00 Pro Setup

Welcome to the InstallShield Wizard for TA100 Pro

The InzstallShield ‘Wizard will install TAT00 Pro on your computer. To continue, click Mest

Click Yes to accept the License Agreement. The Choose Destination Location screen will appear.

TAT00 Pro Setup

Choosze Destination Location

Select folder where setup will install files.

Setup will inztall TAT00 Pro in the following folder.

Toimstall bo this folder, click Mest. Toinstall to a different folder, click Browse and select another
falder.

Destination Folder
’7C:'\TA'I O0FRO




Installation

TA100 Pro will be installed in the C:\TA100PRO directory by default. If you wish to install to a different
directory, click the Browse and select the directory to which you wish to install. Click the Next button
when you are ready to proceed. The Setup Type screen will appear.

TA10D Pro Setup

Setup Type

Select the zal type that besl

wharkstation T on iz for a full install.

@100 PRO

Instalshield U cpask | omews [T cancel |

Choose the type of installation you wish to perform.

a) “Full” will install both the software and the database files on this computer. (Typical)
b) “Workstation” will install only what is needed to run the software.




Installation

Click the Next button to continue with the installation. The Select Program Folder screen will appear.

TA100 Pro Setup

Select Program Folder

a progran folder.

r'ou may type a new folder name,

g Folders:

Accessibility
Accessones
Adminiztrative Tools
Cizco

Java

Maintenance
Microgzaft Office Tools
Falo Alto Mebworks
StartUp

Sﬁstem TDDIS
@ 00 PRO TechSmith 4

Tiisteal Bl < Back n Mext > Cancel




Installation

The TA100 Pro folder will be created automatically. You may type a new folder name if you wish. Click
Next to continue. The installation will begin.

TA100 Pra iz configuring your new software installation.

Inztaling Copying Files...
C:ATAT00PROARAINE DWW S entine] _7.6.3.exe

Inistal| el

When the installation is finished, the InstallShield Wizard Complete screen will appear.
Click the Finish button to proceed.

InstallS hield Wizard Complete

whiauld vou like ta view the README file now?

[ ves, | would like to view the README file.

Inistal Stield




Installation

If you selected "Full" in the Setup Type screen, the Sentinel System Driver installation will begin
automatically.

If you selected "Workstation," the installation will end at this point.

InstallShield Wizard

Preparing to Install...

Sentinel Pratection Installer 7.6.3 Setup iz preparing the
InstallShield wizard, which will guide vou through the
program setup process. Pleaze wait.

Checking Operating Svstern WVersion

Cancel

The Sentinel System Driver—InstallShield Wizard will appear. The Sentinel System Driver is necessary
for TA100 Pro to be able to access the database files.

ﬁ Sentinel Protection Installer 7.6.3 - InstallShield Wizard h:4

Welcome to the InstallShield Wizard for
Sentinel Protection Installer 7.6.3

The Installshield(R) Wizard will allow you to modify, repair, or
remove Sentinel Protection Installer 7.6.3. To continue, dick
Mext.

Please close all other applications in use before you
click Next.

<gack [ next> ]| cancel




Installation

Click the Next button to begin the Sentinel System Drive Installation. The Setup Type screen will appear.
|E Sentinel Protection Installer 7.6.3 - InstallShield Wizard

License Agreement

Please read the following license agreement carefully.

License GrantWarranty for Software ~

This License describes limited rights granted by SafeMet, Inc. and/or one of its
subsidiaries (such grantor, “Seller”) to the Buyer.

A.  The term “Software”, as used herein, shall mean a program or programs
consisting of machine readable logical instruction and tables of information
designed as libraries or drivers to work in conjunction with Seller's Sentinel
Keys ("Products®™). Title to all Software furnished to Buyer hereunder shall

nnnnnnnn Callae Callare mrmmbes o Dhinene m meem ssesbiimiem mam brameafarabla

(®) I accept the terms in the license agreement Print

(_)1 do not accept the terms in the license agreement

Installshield

<Back [ Mext> || cancel |

|~E~ Sentinel Protection Installer 7.6.3 - InstallShield Wizard

Setup Type

se the setup type that best 5 your needs.

Flease select a setup type.

(@ Complete

All program features will be installed. (Requires the most disk
space.)

Choose which program features you want to install. Recommended
for advanced users.

Installshield

<Back [ MNext> || cancel

@1 OO0 rro




Installation

Verify that Complete is selected and click Next to continue. The Ready to Install screen will appear.
& Sentinel Protection Installer 7.6.3 - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield

<Back [ mstal ]| cancel

Sentinel Protection Installer 7.6.3 - InstallShield Wizard

Windows Firewall detected!

Important Note:

The setup program will install Sentinel Protection Server and/or Sentinel Keys Server
on this system. To allow accessing the Sentinel keys attached or installed to this
system by dients on the network, your firewall settings will be modified. This will not
affect the existing security settings of this system. Do you want to modify these
settings right now?

Tip!

To modify these settings in future, refer to the steps provided in the Help provided
with this software.

Installshield

Yes || Mo | | Cancel




Installation

Click Install to begin the installation.
1Z~ Sentinel Protection Installer 7.6.3 - InstallShield Wizard

Installing Sentinel Protection Installer 7.6.3

The program feature d are being installed.

Please wait while the InstallShield Wizard installs Sentinel Protection Installer
7.6.3. This may take several minutes,

Status:
Starting services

InstallShield

When the installation is finished, the InstallShield Wizard Complete screen will appear. Click the Finish
button to proceed.

jize Sentinel Protection Installer 7.6.3 - InstallShield Wizard

InstallShield Wizard Completed

The Installshield Wizard has successfully installed Sentinel
Protection Installer 7.6.3. Click Finish to exit the wizard.




Installation

This concludes the installation. The Installation Complete message will appear.

InstallShield Wizard

Preparing to Install...

Foxpro 9 Library 5P2 Setup is preparing the InstallShield
Wizard, which will quide you through the program setup
process, Please wait.

Configuring Windows Installer

Cancel

The FoxPro LIB—InstallShield Wizard will appear. The FoxPro LIB is for the TA100 Pro database files.
wpro 9 Library SP2 - InstallShield Wizard

Welcome to the InstallShield Wizard for
Foxpro 9 Library SP2

The Installshield(R) Wizard will allow you to modify, repair, or
remove Foxpro 9 Library SP2. To continue, dick Mext.

< Back Next> | | Cancel




Installation

Click the Next button to begin the FoxPro LIB installation. The Ready to Install screen will appear.

-|~E Foxpro 9 Library SP2 - InstallShield Wizard

Installing Foxpro 9 Library SP2
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs Foxpro 9 Library SP2. This
may take several minutes.

Status:
Removing INI file entries

Installshield

When the installation is finished, the Install Shield Wizard Complete screen will appear.
Click the Finish button to proceed.

oxpro 9 Library 5P2 - InstallShield Wizard

InstaliShield Wizard Completed

The InstallShield Wizard has successfully installed Foxpro 2
Library SP2. Click Finish to exit the wizard.




Installation

Click OK. TA100 Pro will now appear in your Start Menu and on your desktop.

TAT00 Pro Setup

o Installation Complete

You must attach a hardware key to the computer's parallel port prior to being able to start and
operated TA100 Pro. See Hardware Keys.

Hardware Keys

The provided USB key should be plugged into the computer that will be polling the timeclocks.
There are two types of hardware keys—each designed for a specific purpose.

e Main System Key
e Polling Key

Plug the hardware key into an available USB port or bridge. The computer with the key is required to
access the program at minimum, every seven day. When the system is first launched,

TA100 Pro searches for and verifies the presence of a hardware key. If a key is not found, the system
will not start.

Main System Key

The Main System Key is shipped with each new software package. One key per system is required.
The Main System Key allows you to start and operate the software as well as poll your time clock(s).
The Main System Key is identified as it is a yellow key.

Polling Key

The Polling Key allows TA100 Pro to communicate with time clocks from a workstation other than
where the Main System Key resides.

On local or wide-area networks, a remote workstation can launch and operate the software as long as
the Main System Key is detected somewhere on the network. However, the workstation cannot poll
time clocks unless it has an Additional Polling Key attached.




Getting Started

Thissectionexplainshow to launch the TA100Pro system, includinglogging on and off, using
Help,using the keyboardinstead of themouse and customizingthe TA100Pro environment.

Starting TA100 Proand Logging In

Note on User Accounts

When starting TA100 Pro, you will be prompted for a User ID and password. The User ID and
password are used to determine who is able to login and what areas of the program are
accessible. These "User Accounts” are defined in the Security Access portion of TA100 Pro, which
will be covered later in this manual.

SYSOP

There is a built-in administrator account that grants full access to all parts of the application. The
User ID for this account isSYSOPand the initial password is "password." (This password can and
should be changed.) This account will be referred to as SYSOP throughout this manual.

The first time you login, you must use the SYSOP account, as no other accounts exist. You will
also use this account to perform system maintenance, etc. The SYSOP account can perform all
functions within TA100 Pro, including certain database management functions that no other
account can access.

Launching and LoggingIn to TA100 Pro

The instructions in this section assume that you already know the User ID and password to be
used. Check with your system administrator if you are unsure of which User ID to use.

Click the Start,Programs, TA100 Pro, or double-click the TA100 Pro Icon on the Desktop.
TA100 Pro will open and display the Login screen.

E =

Registered to - Synel-Americas
Serial Humber - TADZ000001-10

Yersion Number - 4 51i

o
Pazsward I ‘

E This program is protected by U_5. and international copyright laws.

@00 PRO




Getting Started

Type your User ID in the User ID field, then press either ENTER or the TAB key to advance to the
Password field.

Type your password in the Password field and press either ENTER or the TAB key to access
TA100 Pro. The Main Window will open.

r—— el

File Daily Operations Reports  System Setup  Communications ~ Help

& ca% 1 0 QLY

Help Task Organizer

Automated Processes

Poll Termina
Reports and Listings

Status Board
proval Editor

Maintenance

Exiting the System

You can use any of the following methods to close or exit out of TA100
Pro. Click File, Exit on the menu bar.

Click the Exit button on the toolbar.

Click the Windows Close button (the X at the far right of the menu bar.
Press ALT+F4 on the keyboard.




Getting Started

TipsandTechniques

TA100 Pro is designed to be user-friendly, and as such there are common techniques to making
working in TA100 Pro easier. Some of these tips are listed below.

Setting Definition

Apply You may click the Apply button in any screen to commit the
changes you have made without exiting the current screen.
This allows you to

"save as you go" and is a good practice.

You will notice that most of the configuration dialog boxes

Name vs

Number provide a list of the existing items at the side of the screen. (For

Listing example, the Divisions dialog box gives you a list of Divisions.)
These lists can be sorted according to Name or Number,
depending upon your preference.

Show Check this button to show inactive items in the list at the side of
any dialog box.

Inactive You may click the Print button in any dialog to print the report

Print associated with the current screen. For example, clicking the
Print button in the Configure Category dialog box prints the
Category Listing report.

Cancel You may click the Cancel button in any dialog box to close the
screen without saving changes.

Using the Keyboard

NOTE: The Employee Maintenance and Status Board sections will resize themselves according
to the monitor resolution.

TA100 Pro system is designed so you can perform all operations from your keyboard as well as
with the mouse.

W moee Tmemeicame,

File Daily Operations Reports  Systemn Setup  Communications | Help

— 2 8 &) Help... Fl <4— Hot Ke
J &a 9 & W 0 E 5 g Calculator F2 y
(@) About Fa
o Systern Cenfiguration F11

Conversion table F12




Getting Started

Underlined Letters

All menus, menu items, and buttons have an underlined letter, which allows keyboard access to that
item.

To access a menu, press the ALT key in conjunction with the letter that is underlined.

To access an item on the menu, first open the menu and then press the letter that is underlined. To
select a button, press the CTRLkey in conjunction with the letter that is underlined

Keyboard Usage Examples
To: Do This:

Select an item from | Press ALT and the underlined letter. For example,
the Main Window. |press ALT+F to open the File menu.

Select a menu Press the underlined letter only. This is true for sub-
command. menus too. For example, type S to select Security.
Select a button. Press CTRL plus the underlined letter. For example,

press CTRL+E to choose the Edit button.

HotKeys

Some menus, such as the Help menu, are accessible using Hot Keys. These keys or key
combinations correspond to a menu item. Instead of typing the underlined letter in the command,
you can simply press the Hot Key. For example, to view your system configuration, press F11. Also,
all date fields have a calendar dropdown, to access right click on the date.




Getting Started

Additional Keyboard Access
Other keys and key combinations are available in the system. They are explained below

To: Press:
Exit the current function or window without saving the data. ESC
Display the Help topic associated with the current window. F1
Display the Calculator. F2
Display the Calendar/Diary. F3
Display the Help > About menu window. F9
Display Conversion Table F12
Activate the menu bar in the Main Window. F10 or ALT
Exit the TA100 Pro system. ALT+F4
Display Rounded Start and Stop times in the Online Timecard. R

Help

TA100 Pro incorporates an Online Help system to answer questions about functions, procedures,
and commands.

You can access context-sensitive Help from anywhere in the application by pressing the F1 function
key. You will automatically be taken to the Help topic appropriate for the screen that you are in
currently.

You may also access the Online Help feature through the Help menu, from which you can perform
searches and browse the Help topics. There are three ways you can look for information: Browse
the Contents, Search the Index, or do a text Find. There are three tabs across the top of the Help
Topics window to access each of these methods.




Getting Started

Access the Online Help Window
Click the Help menu, Help. The Help Topics window will open

2 TA100Pro Help - | *

I - & &

Hide Back Print  Options

Contents | index | Search | About TA100 A
@ Daily Operations Menu This screen displays assistance.
@ Reports Menu company, and system information for
@ SystemSetup Menu vour reference. The box at the top of the
@ Commurications Menu screen provides the address and phone

@ Help Menu

@ General mumber for Time America, Inc, or yvour

local authorized dealer. The lower-left

box displays the product registration
company, number, version, and

limitations. The lower-right box details

the modules that you have installed in the
TA100 system. W

Use Help Contents

In the Help Topics window, click the Contents tab.

Double-click the topic you wish to browse. This will expand the sub-topics below
it. If necessary, double-click the sub-topic you wish to browse.

When you find the article you are interested in, double-click it to open the article.

Use the Help Index

In the Help Topics window, click the /ndextab.

Type in the topic you are looking for.

When you find the article you are interested in, double-click it to open the article.




Getting Started

Use Help Search

In the Help Topics window, click the Search tab.

Type in the topic you are looking for.

If necessary, select a word from the list of suggestions.

When you find the article you are interested in, double-click it to open the article.

Return to the Help Topics Window

After reading an article, you may return to the Help Topics window by clicking the Help Topics
button on the toolbar.

& TA100Pro Help - O *
& B~
Hide Back Prirnt  Options
Conterts | Index  Search | About TA100
Type in the keyword to find:
_ This screen displays assistance,
Ihmecardl company, and system information for
List Topics | vour reference. The box at the top of the
— screen provides the address and phone
Select Topic to display: mumber for Time America, Inc. or vour

Approval Editor Selection - local authorized dealer. The lower-left

Corfigure Employee

Corfigure Employee -
Corfigure Employee -
Configure Employee -
Corfigure Employee -
Corfigure Employee -
Corfigure Employee -
Configure Employee -
Corfigure Employee -
Corfigure Employee -
Corfigure Employee -

Badges

Badges - Assign ...
Benefits

Benefits - Beneft ...
Benefits - Beneft ...
Employee
Employee Example
Messages
Messages - All Cl...

Messages - Mess... ¥

Display |

box displavs the product registration
company, number, version, and
limitations. The lower-right box details
the modules that vou have installed in the
TA100 system.

e




Getting Started

Print a Help Topic
You can print any help topic by clicking the Print button on the toolbar.

' TA100Pro Help - O x
@ 5
Hide Back Print  Options
Contents | Index  Search | Configure Employee ~
Type in the keyword to find:
Definition
Itimecard
— | The workers that make vour company
== P run are identified as Employees-or by
Select Topic to display: some other term as defined in the Main
Approval Editor Selection ~ Company Defauhfs—throughom the
Corfigure Employee TA100 system. Since they most likely
Eﬂﬁgum EEmF"D:Wee - gajges raei will not work for free, they must be
orfigure Employee - Badges - Assign ... . .
Corfigure Employes - Benefts entered into the system before their
Corffigure Employee - Benefits - Benefit ... accrued hours can be tracked.
Corfigure Employse - Benefits - Benefit .. Employees are the people that make the
Configure Employee - Employee busi 1d I fth to b
Corfigure Employee - Employee Example u.smess wc_'[ WOIK. cy are lo be
Corfigure Employee - Messages paid for their labor, they must be entered
Corfigure Employee - Messages - All Cl.. into th tem for tracking TA100
Corfigure Employee - Messages - Mess... ¥ m © Hie system ot £
views each employee separately and
Display | keeps track of hours worked, benefits
accrued, quantities produced, etc. =

Click the Print button on the TA100 Pro Help toolbar. The Print window will open.
@ Print b

General &)ﬂong

Select Printer

I--'EF{ICCIH Aficio MP C305 PCL 6 on TADOM.cor... ™1Time America PDF b
SIRICOH MPC2003 on tadom = Time America PDF b
M Time America PDF Maker

£ >
Status: Ready [ Print to file
Location:
Comment:
Fage Range
® Al MNumber of copies: |1 El
Selection Current Page

(") Pages: Collate I I I

Enter either a single page number or a single
page range. For example, 5-12

[ Pit || canesl | fopy

Select the printer to which you wish to print and click the Print button. The topic will print.
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Configuring the System Environment
Environmental settings control various display and functional characteristics of your system. The
default settings can be modified.

W mwre TmeAmeia e

File Daily Operations Reports  System Setup  Communications  Help

gﬁ Security 3
.g Import »
B Export..

P Utilities >
& Print...

Environment Eell
Settings...
Mavigation Selection...

ﬁ Login Mew User
Exit ALT+F4

|

Play Bell Tones

You can customize TA100 Pro to play a tone at the end of a field when entering data.

Click the File menu, Environment, Bell. This will cause a bell tone to play whenever you come to the
end of a field when entering data.
A check mark (v') in front of the option means that the option is activated.

NOTE: Repeat the instructions to disable.

Change Screen Background
You have the option of changing the background image, gradient coloring on forms, the display
language or showing pictures on the buttons.

To access these settings,
Click the File menu, Environment, Background. The Select Background window will open.
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Preview Picture

c PoA
cital00protbackgrndy
Lo
bluBbit.bmp
blue.bmp
camo.brmp
cellulr.bmp
cerial.bmp
checker.bmp
chess.bmp N

Gradient Background on Forms

Show pictures on buttons

—

L o | Qo | | pefaut |

To choose the graphics file you wish to use for your background click the directory or file to select it.
Click the [...] icon to go to a previous directory.

Click OK to accept the selected file.

The graphic must be in bitmap (.bmp) format.

Your graphic will appear on the background of TA100 Pro.

NOTE: To reset the background settings to the defaults:

Click the File menu, Environment, Background. The Select Background window will open.

Click the Defaults button.

Gradient Background Option
You can disable the gradient back ground for all forms in TA100Pro by selecting no. You can change
the color of the gradient by selecting User Defined... and choosing a color.

Show Pictures Option
You can uncheck this option to remove the pictures on all buttons. For example the green
checkmark next to the OK button would not be shown when unchecked.

Language Option
You can choose your preferred language of English, Spanish or French.

NOTE: When the Default button is clicked the background, gradient, show buttons and language are
all returned to their default settings.
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Navigation Selection

You can customize the main toolbar to display a small button toolbar, large button toolbar, show center
screen shortcut, side bar or zoom bar.

Click the File menu, Environment, Navigation Selection.

Then select from the list of options.

-
MNavigation Selection

»

() small Button Toolbar
(®) Large Button Toolbar
() Center Screen Shortout
() Side Bar

Dl'oom Bar

ok caneel
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Configuration

This section explains how to configure and customize TA100 Pro for your company's
requirements. To make this chapter easier to follow, the topics in this section are arranged in the
sequence that Synel Americas recommends completing them. This also happensto be the order
in which they appear on the Configure menu in the TA100 Pro Main Window. This order is:

Main Company
Divisions (optional)
Categories
Policies

Shifts

Holidays

Groups (optional)
Department

Job

Security

Bell Schedules

Benefit Accruals
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Main Company

The Main Company window is where you identify your company, define the overall configuration
of the system, and specify the payroll service to which time and attendance data will be exported.

Click the System Setup menu, Company, Main Company. The Main Company window will open and
the General tab will be selected by default.

GG ]

=

General cConfigure Defaults Exports

Company Details

Name |sSynel-Americas

Address |Suite 100

|
Address |8865 East Hartford Drive |
|
|

City |Scottsdale

State
20 Code
Phone Mumber
Fax Mumnber
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Fill in the settings as appropriate:

Setting Description

Name Enter your company's name. This field is required and can contain up to 30
characters.

Address Enter your company's name. This field is required and can contain up to 30
characters.

NOTE: Divisions can be used to allow for additional branch addresses

Address Enter the second line of your company's primary address (such as suite number.)
This field can accept up to 30 characters and may be left blank

City Enter your company's primary address City. This field can accept up to 30
characters.

State Enter the two-character code for your company's State. TA100 Pro automatically

capitalizes your entry.

Zip Code Enter your company's zip code. You may enter the 5 or 9 digit zip code.

Phone Number | Enter your company's primary phone number.

Fax Number | Enter your company's primary fax number.

When all settings are complete, click the Configure tab. The Configure screen will appear.

Configure Main Company
g
General Defaults  Exports
Use Flags and System Settings

Daylight savings Tip Reporting
Divisions \Wages
Department Cvertime Level 2
Job Overtime Level 3
Lunches [ use swipe and Go
Breaks Use (am-pm) Format

[Joo not use Floater for shift selection
Use level wage before default assignment wage Display print dialog when printing
[T]Paid lunches and breaks do not accrue towards OT Editable Pay Periods, plus @days
Use SMTP for E-mail El Approval Editor Pay Periods Back
[Juse login pass through Only allow login pass through users

Auto logaut after El minutes (0 = Mo auto logout) PC Clock Settings
Auto logout at(00:00 | (00:00 = Mo auto logout) INI Settings
Regional Settings

Currency Name
Date Format (®) American (MM/DD/AYYY) Date Delimiter l:'
() European {DDMM/YYY)

Print | | oK | | Cancel
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Fill in the settings as appropriate:

Setting Defintion

Daylight
Savings

Check this box if your company is in a state that observes daylight savings
time. Typically you will check this box.

Divisions

Check this box to enable the Divisions feature. A Division is a "subset" of the
main company, such as a branch, different location, or subsidiary company.
TIP: Companies who submit multiple company codes to their payroll service
may want to use Divisions.

Departments

Check this box to enable the Departments feature. Departments reflect the
business units within your company and are the top level of Job Costing.
NOTE: You will have the opportunity to customize this nomenclature in the
next screen.

Jobs

Check this box to enable the Job level. Jobs are the second level of Job
Costing.

NOTE: You will have the opportunity to customize this nomenclature in the
next screen.

Lunches

Check this box to enable this option if your employees will punch for lunch
or lunch will be deducted automatically.

Breaks

Check this box to enable this option if your employees will punch for break or
break will be deducted automatically.

Use Level Wage
before Default
Assignment Wage

‘Level Wage" refers to the hourly rate associated with a department and job.
The "default assignment wage" refers to the wage associated with an
individual employee.

Check this box if you wish the wage assigned to the labor level to be used
instead of the wage assigned to the employee. With the box unchecked, the
wage assigned to the employee overrides the level wage.

Paid Lunches and
Breaks Do Not
Accrue Toward

Check this box if paid lunches and breaks are not considered in calculating
hours for overtime.

Overtime

Use SMTP for Email | This option allows an SMTP server to be specified in security instead of an
Outlook profile.

Tip Reporting Check this box to enable tip reporting.

Wages Check this box to enable the wages features throughout TA100 Pro. This

makes it possible to enter wage information in the Employee Maintenance
screen.
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Setting Defintion

Overtime Level 2

Up to three levels of overtime may be defined in TA100 Pro. One overtime
level

(OT1) is always available. To use a second overtime level (0T2), click the
Overtime Level 2 check box.

Overtime Level 3

To use a third overtime level (OT3) in the system, click the Overtime Level 3
check box. This level is not available unless Overtime Level 2 is selected.

Use Swipe and Go

Check this option to allow employees to punch without specifying the
function they are using. The system then determines whether the individual
punch was an In, Out, Out for Lunch, In from Lunch, etc., based on the
employee’s last punch and the employee's schedule. This feature can
remove the employees ability to transfer labor levels depending on what
clock is being used.

Use (am-pm) Format

Check this option to have reports and the online timecard use an AM/PM
format instead of 24-hour format (military time.)

Do Not Use Floater

Check this option to suppress all floaters from each shift group. Floaters

Periods, Plus Days

for Shift Selection allow employees to possibly work different shifts within the same shift
group based on their clock in time.
Editable Pay This option controls the number of pay periods and days in which it is

possible to edit transactions in the TA100 Pro system. For instance, Figure 26
specifies that two pay periods of transactions can be modified, the current
pay period and the previous pay period.

Approval Editor Pay
Periods Back

This option controls the number of displayed pay periods in the approval
editor. Setting to 0 means it will use the editable pay periods setting instead.

Auto Logout-
Minutes

This option will define the number of minutes a user can be idle in TA100 Pro
before it automatically logs them out.

Auto Logout-Time

This option will define a specific time all users will automatically be logged
out of TA100 Pro.

Currency Name

Enter the type of currency TA100 Pro should use. The default is "Dollars."

Date Format

Select the manner in which dates should be displayed. The options are
American (MM/DD/YYYY) and European (DD/MM/YYYY).

Date Delimiter

Enter the character with which to delimit dates. The default is a slash (/).
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When all settings are complete, click the Defaults tab to select it. The Defaults screen will appear.

Cenfigure Main Company
oy
General Configure Defauks  Exports
System Fields
Employee Length El Type (@ Mumeric () Alphanumeric
Department |Location Length Type @ Mumeric () Alphanumeric
Job |Job Length Type (@ Mumeric () Alphanumeric
User Defined Fields
Field 1/911 = Field 2 Field 3 |
Field 4/511 Name Field 5 Field 6 [
Badges
Length El Maxirmum El Type (@ MNumeric () Alphanumeric
Automatic Badge Assignment
(®) No Automatic Assignment () Mext Numeric Available (") same as Employes Mumber
FBrrirt | | oK | | Cancel

Fill in the settings as appropriate:

Setting Defintion

Employee Enter the term you would like to use to refer to employees. (i.e., Employees,
Associates, Members, etc.) The default is "Employees.”

Length Enter the maximum number of digits for the Employee ID.

Type Choose the data type for the Employee ID. The options are Numeric and
Alphanumeric.

Department Enter the term you would like to use to refer to the business units within
your organization. (i.e., Departments, Business Unit, Cost Center, etc.) The
default is "Department.”

Length Enter the maximum number of digits for the Department ID.
WARNING: Changing this setting after using the program could cause data
loss.
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Fill in the settings as appropriate:

Setting Defintion

Type Choose the data type for the Department ID. The options are Numeric and
Alphanumeric.

Job Enter the term you would like to use to refer to the second level of job
costing in your organization. (i.e., Job, Project, Client, etc.) The default is
‘Job."

Length Enter the maximum number of digits for the Job ID.

WARNING: Changing this setting after using the program could cause data
loss.

Type Choose the data type for the Job ID. The options are Numeric and
Alphanumeric.

User Defined Fields | TA100 Pro allows you to define up to 18 user-defined fields. Enter the names
of the fields you would like to define (if any). If you do not need any custom
fields, you may leave these blank. The default values are License, Spouse,
and License 2, but you may modify or delete these as desired.

Badges Length Enter the number of characters (from 2 to 10) that will be read from the
employee badge. For example, if the badge number is 10 characters long but
you want to read only the last five characters, enter a 5 in this field. The
number of digits here must match the actual number of digits on the
physical badges given to employees, and must also match the settings
programmed into the badge reader clocks.

Maximum Type the maximum number of characters (from 2 to 64) on an employee’s
badge. Any badge longer than this number will be rejected by the time clock.
WARNING: Changing this value after using the program can require all
employees to be issued new badges.

Type Choose the data type for the Badge number The options are Numeric and
Alphanumeric.

Automatic Badge TA100 Pro can assign badge numbers automatically when adding a new
Assignment employee. You can manually change automatic assignments later if
necessary.

Choose No Automatic Assignment to bypass the automatic assignment and
be allowed to enter the badge number manually.

Choose Next Numeric Available to have TA100 Pro assign the next sequential
available badge number.

Choose Same as Employee Number to have TA100 Pro assign a badge
number that is identical to the employee's ID number.
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When all settings are complete, click the Exports tab to select it. The Exports screen will appear.

Configure Main Company

Please select the payroll package that your company exports to.

Selected Export

Generic

GFeneric (Alpha)

Gevity

Clazers
HEPyramid

Intuit

Isclved

Jonas

MYZB PowerPay
Mangrowve Software

Hass0 Click the button below to display Generic as your

Hiczlpay w only export in the Reports->Exports menu,

Select | Display only this export

| FErint || oK || Cancel |

Select the payroll provider to which you wish to export data. You may be prompted for additional
information specific to the payroll application selected. For example, when ADP is selected, you

are asked for the Company Code of your main company. Click Display only this export to have this
payroll company listed as the only export available via reports.

NOTE: If the payroll provider you will be using does not appear in the list, simply choose either
“Generic Numeric” or “Generic Alpha” depending on the Pay Code type your provider requires
(contact your payroll provider to obtain this information.

When all settings are complete, click OKto save the changes and exit the Main Company
configuration dialog box.

Divisions

Divisions are subsets of the main company. For example, a division can be a remote office or
separate business unit. Divisions are not required and will only be available if the Divisions option is
selected in Main Company Configure screen.

Configure Divisions
From the divisions dialog box, you may add, edit and delete Divisions.
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Click the System Setup menu, Company, Divisions. The Configure Divisions dialog box will

Configure Divisions

0001 General
Division Arizona

Drivision Arizona oo

Mumber
ivisio

JIVISION Arzon:
Active
Address [new address |

Address | |

City |Sar1Tan Valley |

State
Zip Code Fed1| |
Phone Number Field 2 l:l
Fax Mumber Field 3 l:l

1Listed

Mumber Name

Show Inactives (,\

The Divisions window includes the following information:

Setting Description

Number This is a required field. Enter a 4-digit number to identify the division. NOTE: Do
not use 0000 since this number is assigned to the main company and cannot be
used for divisions.

Name This is a required field. Type the division name (up to 30 characters) as you want it
to appear in the system and on reports.

Active Click the Active check box to indicate that the division is currently in use. Uncheck
this box if the division is not being used at this time.

Address Enter the first line address of the division. Up to 30 characters may be entered in
each line.

Address Enter the second line address of the division (if applicable). Up to 30 characters
may be entered in each line.

City Type the name of the city (up to 30 characters) for the division.

State Type the two-character state abbreviation.

Zip Code Enter the five or nine-digit postal zip code of the division.

Phone Number| Enter the telephone number for this division.
Fax Number | Enter the fax number for this division.

Additional You may be prompted for additional information based upon the payroll application
Information selected in the Export screen of the Main Company configuration. For example, if
ADP is selected in the Export screen, you will be prompted for the company
number of this division.
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Add a Division

Click the System Setup menu, Company, Divisions. The Configure Divisions dialog box will open. Click
the Add button. The General screen will become available for you to add the new Division. Fill in the
settings as described in the Configure Divisions section.

Click OKto commit the changes and return to the Configure Divisions screen.

Click Close to exit the Configure Divisions window.

Edit a Division

Click the SystemSetup menu, Company, Divisions. The Configure Divisions dialog box will open.
Highlight the Division you wish to edit from the list at the side of the screen.
Click the Edit button. The General screen will become available for you to edit the selected division.

Edit the settings as described in the Configure Divisions section.

The Division number cannot be changed.

Click OK to commit the changes and return to the Configure Divisions screen.
Click Close to exit the Configure Divisions window.

Delete a Division
Divisions assignedto employees, both active and inactive, cannot be deleted.

Click the SystemSetup menu, Company, Divisions. The Configure Divisions dialog box will open.
Highlight the division you wish to delete from the list at the side of the screen.
Click the Delete button.

@ Are you sure you want to delete?

o« | [ caned

Click OK to confirm the deletion.
Click Close to exit the Configure Divisions window.
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Categories

Categories are used to track and report types of time or money. The built-in categories are:
e Absent

e Adjustment

e Break

e Bereavement

e Holiday

e Jury Duty

e Lunch

e Military Leave
e Sick—NonPaid
e (Other Paid Time
e Personal Day

e Per Diem #1

e PerDiem#2

e Sick-Paid

e Cash Tips

e Charge Tips

e Vacation

e Worked Time

You may edit and delete built-in categories (other than Work), as well as add custom categories
specific to your organization, such as Floating Holidays, Family Leave, etc. Categories are used in
entering time and monetary adjustments for employees.
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Configure Categories
Click the System Setup menu, Categories. The Configure Categories dialog box will open.

Cenfigure Categories

ABSE | Export Codes
ABSENT

SRS ABSENT Code |ABSE equals category number from hand reader | 1
ARl ADJUSTMENT
BRK  BREAK Name |ABSENT |

BRY BEREAWEMEMNT

HOL HOLID&AY | Active | Do you wish to export this category?

JURY  JURY DUTY

LUMCH LUMCH Hours Dollar

MTL MILITARY LEAYE | Mizcellaneous entry overrides absence?

MSIC SICK - NOM PaID
OTHR  OTHER PAID TIME
FERS  PERSOMAL DAY Are miscellaneous entries paid?
PRD1 PER DIER #1 Can this category be overtime?
FRDZ  PER DIEM #2
SICK. SICK - PAID
TIF1 CaSH TIPS Post to benefit entilement?
TIF2 CHARGE TIPS
WaC WACATION
WORK  WORKED TIME

Miscellaneous entry overrides holiday minimum hours?

18 Listed
(@) Code () Name
[]5how Inactives ®

st || [Zen || Rosere | | @t | fldese

The Configure Categories screen displays the following information:

Setting Defintion

Code This is a required field. Enter a code (up to 4 alphanumeric characters) to
identify the category. Once saved, this code cannot be changed.

Equals Category When entering a Category into a Hand Reader, only a numerical value can

Number from be entered. Use this field to assign a number representing the Category

Hand Reader. Code.

Name This is a required field. Enter the category name, as it will appear in the
system and on reports. The category name can be up to 30 characters long.

Active Click the Active check box to indicate that the category is currently in use.
Clear this check box if the category is not being used at this time.
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The Configure Categories screen displays the following information:

Setting Defintion

Do You Wish to
Export this
Category?

This indicates whether this category will be included in the export
information created for your payroll service.

If this option is selected, the Export tab will become available. You must
configure the Export tab settings to specify field mappings for your payroll
export. (See Step 0.)

Hours/Dollars

This is a required field. Select either Hours or Dollars to indicate the
category type. For example, the category VACATION collects hour amounts,
while the categories TIP1 and TIP2 collect dollar amounts.

If Hours is selected, complete the remaining fields that apply. If Dollars is
selected, the remaining fields in this dialog box are unavailable.

Miscellaneous Entry
Overrides Absence?

Select this option to allow a Miscellaneous entry of this category to
override an absence. (Miscellaneous refers to an entry other than Work.)

Miscellaneous Entry
Overrides Holiday
Minimum Hours?

Allows time in this category to count toward the minimum hours worked
requirement for allocating paid holiday time. (Miscellaneous refers to an
entry other than Work.)

Are Miscellaneous
Entries Paid?

Allows time in this category to be treated as “paid time.” Select this option if
employees will be paid when receiving a miscellaneous entry using this
category. (Miscellaneous refers to an entry other than Work.)

Can This Category
be Overtime?

This option will only be available if miscellaneous entries are paid. Select
this option to accrue time in this category towards overtime. Clearing this
option causes the system to prohibit overtime calculation on this category.

Post to Benefit
Entitlement?

Select this option to post accrued time in this category to company benefits.
Checking this option makes it possible to configure benefit entitlement and/
or accrual rules for this pay type. Also, any time posted to this category will
be deducted from the available entitlement for this category.
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The Export Codes tab will be available only if the Do you wish you to export this category option is
checked.

NOTE: These settings will be used to map data collected by TA100 Pro to the appropriate fields in
your payroll application, and it is critical that they be configured fully and accurately. The
information in these fields must be obtained from the payroll service specified in Company Setup.

Contact your payroll service representative or software manual for the information requested, if
necessary.

W

&

WORK General {E
WORKED TIME

ABSE  ABSENT

ADJ) ADJUSTMENT Differental REG  OT1  OT2  OT3

ERE.  EREAK

BRY  BEREAVEMENT Mone [REG ||oTi |loT2 |loTz | Field Code | |
HOL  HOLID&Y

JURY  JURY DUTY D1 |DIREG | [p10T1 | [D1oT2 | [D1OTE |

LUNCH  LUNCH D2 |DZREG | D20T1 | [D2OT2 | [D20T3 |

MTL  MILITARY LEAYE

NSIC  SICK - NOM PAID D3 |D3REG ||D30T1 | [D30T2 | [D30T3 |

OTHR  OTHER PAID TIME
PERS  PERSOMAL Déy
FROY PER DIEM #1
PRDZ  PER DIEM #2
SICK SICK. - PAID

TIF1 CASH TIPS

TIFZ CHARGE TIPS
WAC WACATION

WORK  WORKED TIME

18 Listed
Code MName
W i =
Show Inactives Q/.

L x| gane |

@OO PRO




Configuration

The Export Codes tab includes the following information:

Setting Description

Differential: | This line of information will specify the codes for hours that do not have differential
None adjustments.

Differential: | These lines of information will specify the codes used by hours allocated to each
D1-D3 Shift Differential.

REG Regular Hours are hours paid at "straight time." Enter the code your payroll

application uses to refer to Regular hours.

oT1 OT1 hours are hours paid at the factor defined for OT1 in the Payroll Policy. Enter
the code your payroll application uses to refer to hours paid at the OT1 factor.

0T2 0T2 hours are hours paid at the factor defined for T2 in the Payroll Policy. Enter
the code your payroll application uses to refer to hours paid at the 0T2 factor.
NOTE: This option will only appear if 0T2 has been selected on the Configure tab
of the Main Company configuration dialog box.

0T3 0T3 hours are hours paid at the factor defined for 0T3 in the Payroll Policy. Enter
the code your payroll application uses to refer to hours paid at the OT3 factor.
NOTE: This option will only appear if 0T3 has been selected on the Configure tab of
the Main Company configuration dialog box.

Field Code Enter the code that indicates which field of your payroll software this category will
be mapped to. This code differentiates between categories of time that use the
same field number. For example, regular (REG) hours for VACATION and HOLIDAY
may both use field number 16. By assigning a field code V to the VACATION
category and H to the HOLIDAY category, vacation hours are reported in field 16V,
while holiday hours are reported in 16H. If no field code was assigned, you could
not differentiate between vacation and holiday hours.
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Add a Category

Click the System Setup menu, Categories. The Configure Categories dialog box will open.
Click the Add button to add a new Category. The General tab will become available.

Configure Categories

05

WORK General | Export Codes
WORKED TIME

ABSE  ABSENT Code equals category number from hand reader
A0l ADJUSTMENT El

BRE  BREAK Name | |
BRY BEREAWEMEMT
HOL HOLIDAY [ active ] Do you wish to export this category?
JURY JURY DUTY
LUMCH LUMCH ®Hours () Dollar
MTL MILITARY LEAWE
E?EFE gl‘FﬁEQ g,.: [I;'.?IE{IE [IMiscellaneous entry overrides holiday minimum hours?
FEES  PERSOMAL DAY [ are miscellaneous entries paid?

FRD1 FER DIEM #1 Can this category be overtime?

FRDZ PER DIEM #2
SICK SICK - PAID
TIF1 CASH TIPS [[1Post to benefit entitement?
TIFZ CHARGE TIPS
WA WACATION
WiORK  WORKED TIME

[IMiscellaneous entry averrides absence?

18 Listed
Code Mame
Show Inactives (3

o

Fill in the settings as described in the Configure Categories section. Click OK to commit the
changes and close the Categories dialog box. Click Close to exit the Configure Categories window.

Edit a Category

Click the System Setup menu, Categories. The Configure Categories dialog box will open.
Highlight the Category you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected
category. Edit the settings as described in the Configure Categories section.

Click OK to commit the changes and return to the Configure Categories screen.

Click Close to exit the Configure Categories window.




Configuration

Delete a Category
Categories that are in use cannot be deleted.
Click the System Setup menu, Categories. The Configure Categories dialog box will open.

Highlight the category you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

oK T canee ]

Click OK to confirm the deletion.
Click Close to exit the Configure Categories window.
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Policies

Policies are used to store and apply the business or payroll rules governing overtime, holidays, etc.
It is possible to have more than one set of rules within an organization, so TA100 Pro makes it
possible to create many Policies. Each employee is assigned to the Policy that applies for him or her.

Configure Policies

Click the System Setup menu, Policies. The Configure Policies dialog box will open.

i Holidays Owertime Differential Exceptions

Code

Mame [STANDARD PAY RULES

| Active
Pay Period
Weekly Start Date |11/19/2018 |H#| Mon
Biweekly Number of days in semimonthly period |15 &
Semimonthly
Manthly

Current pay period started on 11/18/2019 and ends on 12/01/2019.
Punch Defaults
Ignore use of duplicate function key punches within minutes
Ignore use of opposing function key punches within minutes

Missing OUT punch limit 18.00| hours

Wil default the work total to 0.00| hours
1 Listed Maximum OUT punch link-back to next IN punch hours
® Code ) Name First change punch accrues to previous IN punch?

Reset Swipe & Go at midnight?

| cdpadd | | [Zeat || Hoeete || et | | flgose |

[ show Tnactives ®

e’
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There are several tabs in the Configure Policies dialog box, each with its own settings. The first tab,
Generaltab defines general payroll policy parameters and contains the following information:

Configure Policies

<

o001 General Holidays Overtime Differential Exceptions

STANDARD PAY RULES
cote (L]

0 STAMDARD PaY RULES

Active

Pay Period

O Weeky StartDate |11/19/2018 Man

(@) Biweekly Number of days in semimanthly period
() semimonthly

(0 Monthly

Current pay period started on 11/18/2019 and ends on 12/01/2019.
Punch Defaults
Ignere use of duplicate function key punches within minutes
Ignere use of opposing function key punches within minutes
Missing OUT punch limit hours
Wil default the work total to| 0,00 hours
1listed Maximum OUT punch link-back to next IN punch hours
[JFirst change punch accrues to previous TN punch?
[ reset Swipe & Go at midnight?

Code Name
Show Inactives (;‘_.

Setting Defintion

Code This field is required. Enter a code (up to 3 alphanumeric characters) to
identify the policy. Once saved, this code cannot be changed.

Name This field is required. Type the company policy name, as it will appear in the
system and on reports. The policy name can be up to 30 characters long.

Active Click the Active check box to indicate that the policy is currently in use.
Clear this check box if the policy is not being used at this time.

Pay Period Select the appropriate pay period information for your company.

Weekly Check this option if wages are paid weekly.

Bi-weekly Check this option if wages are paid every other week.

Semimonthly Check this option if wages are paid twice a month.

Monthly Check this option if wages are paid once a month.

Start Date Enter the starting date of the pay period (using MM/DD/YYYY format). This

is used for calculations and represents the starting date of an entire payroll
period. The day of the week (Sunday, Monday, etc.) that corresponds to the
starting date is used to determine when the cycle begins. The overtime
cycle will also use START DATE.

NOTE: This date should be the first of a month in the past that corresponds
to the day of the week that the pay period starts on.
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Setting Defintion

Number of Days in
Semimonthly Period

If the pay period is semimonthly, specify the number of days in the first half
of the policy’s semi-monthly period. Click the down arrow next to the entry
field to select a number from 1 to 28.

Punch Defaults

The settings in this section define how punches are processed.

Ignore Use of
Duplicate Function
Key Punches Within

Enter the number of minutes (up to 59) during which duplicate punches on
the time clock are ignored. When duplicate punches are made within this
time frame, only the last punch is used for calculations.

Ignore Use of
Duplicate Function

Enter the number of minutes (up to 59) in which opposing (i.e. sequential In/
Out) punches on the time clock are ignored. For example, if 3 minutes is

Key Punches Within | entered here and an employee accidentally punches Out instead of In, the
employee can enter the In punch within 3 minutes to correct the error and
TA100 Pro will ignore the Out punch entirely.

Missing Out Enter the number of hours (in HH.MM format) that can pass after the In

Punch Limit punch before the system assumes the employee has forgotten to punch out

and flags it as a missing punch. For example, if 10.00 is entered in this field,
the system expects an Out punch to be recorded no later than 10 hours after
the shift's In punch. The default for this field is 18.00 or 18 hours. .

Will default the
Work total to

Enter the time (in HH.MM format) to be recorded when the employee is
flagged with a Missing Out Punch. For example, assume an employee is
scheduled to work 8 hours and forgets to punch Out. If 8.00 is entered in this
field, the system recognizes the missing Out punch yet totals 8 hours for the
employee. The default for this field is 00.00 (indicating that no time will be
totaled for a Missing Out Punch).

Maximum Out
Punch Link Back to
In Punch

Enter the maximum time an employee who has punched Out can punch
back In and still have the new time included in the previous total when
calculating daily overtime. For example, assume that the Maximum Out
Punch Link-Back is defined as 2.00 and overtime is paid after working 8
hours in a single day. If an employee punches In at 8:00 A.M. and Out at 5:00
P.M. (with a one hour unpaid lunch) then punches back In at 6:30 P.M.
(within the 2-hour link-back) and Out again at 9:30 P.M., the daily total
shows 8 hours of regular time and 3 hours of overtime.

First Change Punch
Accruesto In Punch

Check this option if the first department and/or job transfer after the In
punch should be retroactive to the In punch.

Reset Swipe
and Go at
Midnight

This option will make the first swipe and go transaction after midnight a
clock in type. For example, if an employee punches at 6pm, then punches
again at 2:00 A.M. that 2:00 A.M. would become a clock in and the 6:00 P.M.
would show as a missed punch.
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The Holidays tab defines the rules for paying Holidays and contains the following information:

Configure Policies
001 General Holidays OQvertime Differential Exceptions
STANDARD PAY RULES
00 STaMDARD Pay RULES
Holiday Eligibility Holiday Parameters
Minimum days of employment to qualify Apply holiday when not scheduled to work [_]
Required to work the scheduled day Holiday hours can accrue towards overtime [
(O Before and after
(O Before or after
(® None Hours to add for each worked holiday

Multiply worked holiday hours to apply to HOL []
Hours to add for each un-worked holiday
Given Minimum Given Maximum

Beginning pay rate if holiday is worked (Standard)

@ REG (@151 (@) CoT3

Beginning pay rate if holiday is worked (Secondary)

@ REG (@151 (@) CoT3

[reset at end of day

1 Listed

Code Name

Show Inactives (;\

| x| | @cenal |

Setting Defintion

Pay Holidays Check this option if you wish the program to pay holidays. You will specify
the dates of the holidays in a separate dialog box. (See Holidays, page 66.)

Holiday Eligibility These settings define the prerequisites for being paid for the holiday.

Minimum Days of Enter the minimum number of days (up to 3 digits) from the hire date for an
Employment to employee to qualify for non-worked holiday pay. The default is 90 meaning
Qualify 90 qualifying days are required.

Required to Work Select an option to indicate which days the employee must work to qualify
the Scheduled Day | for holiday pay.

Before and After. Employee must work the scheduled day before and after
the holiday to receive holiday pay.

Before or After. Employee must work the scheduled day before or after the
holiday to receive holiday pay.

None. There are no requirements for the employee to qualify for holiday pay.

Minimum Before Enter the number of hours that must be worked on the day prior to the
holiday in order for that day to qualify as having been worked.

Minimum After Enter the number of hours that must be worked on the day after the holiday
in order for that day to qualify as having been worked.

Holiday Parameters | These settings define how the Holiday pay will be allocated.

Apply Holiday When | check this option if the holiday hours can be given to an employee who is

Not Schedules to not scheduled to work on the holiday.
Work
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Holiday Hours can

Check this option if holiday hours and added holiday time count toward

Each Unworked
Holiday

Accrue Toward overtime. For example, assume an employee works 44 hours during a week

Overtime and one 8-hour holiday occurs. If this option is checked, and overtime is paid
after 40 hours, the employee receives 40 hours regular pay and 12 hours
overtime. If this option is not checked, the employee receives 48 hours
regular pay and 4 hours overtime.

Hours to Add for Enter the number of hours (in HH.MM format) to be added to the employee’s

Each Worked time for each worked holiday. These hours are in addition to actual time

Holiday worked. For example, if 8.00 hours are entered in this field, and an employee
works 8 holiday hours, 8 more hours are added to the employee’s time. The
default is 8.00.

Multiply Worked Click this check box to multiply any worked holiday hours by a specified

Holiday Hours to Apply | rate.

to HOL

Hours to Add for Enter the number of hours (in HH.MM format) added to the employee’s time

for each non-worked holiday. This entry is usually equal to the number of
regular hours worked. The default is 8.00.

Given Minimum

Enter the minimum number of hours that an employee is guaranteed to
receive for holiday pay regardless of the number of hours worked.

Given Maximum

Enter the maximum number of hours that an employee is guaranteed to
receive for holiday pay regardless of the number of hours worked.

Beginning Pay
Rate if Holiday is
Worked

Select a level to indicate the employee’s wage multiplier for a worked holiday.
Reg. Regular wages are paid for a worked holiday.

OT1. The overtime rate specified in OT1 on the Overtime dialog box is paid for
a worked holiday.

0T2. The overtime rate specified in 0T2 on the Overtime dialog box is paid for
a worked holiday.

0T3. The overtime rate specified in 0T3 on the Overtime dialog box is paid for
a worked holiday.

Hours to Add for
Each Unworked
Holiday

Select a level to indicate the employee’s wage multiplier for a secondary
worked holiday.

Reg. Regular wages are paid for a worked holiday.

OT1. The overtime rate specified in OT1 on the Overtime dialog box is paid
for a worked holiday.

0T2. The overtime rate specified in 0T2 on the Overtime dialog box is paid
for a worked holiday.

0T3. The overtime rate specified in 0T3 on the Overtime dialog box is paid
for a worked holiday.

Reset at End
of Day

Check this option to disable the holiday pay rate at midnight. Clear this check
box to continue using the holiday pay rate specified until the employee
punches Out.
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The Overtime tab defines the rules for calculating overtime and contains the following information:

Configure Policies
<
o001 General Holidays
STANDARD PAY RULES
Pay OT Qvertime Cyde Overtime Definition
0m STaMDARD PaY RULES (@) Weekly OT level Period Limit Multiplier
() Biweekly oT1 40,00 1.5000
() semimonthly oT2 9953,99 1.0000
O Monthly oT3 9999.99 1.0000
Daily Owertime
Start at Daily Qualifier Reset at
OTlevel ©OT1 OT2 OT3 DayEnd Consecutive Days On days that qualify
[ sunday RECIS O Num of Minimum Hours QT After  OT
[Imonday FEC . O Days Dally  Total Level (Hrs) Level
[Tuesday  |RECL O [5][ 600] 40.00|0T1[v] | s00]0T2]
[Jwednesday | FEC | El o2l o073
E“‘“’Sda? RECI. S [0][ 0.00] o.00|REE]| | 0.00]REC]
Frid RELC .
0 5:;&;“ REE O Reset at Overtime Cyde End
1 Listed
Code Mame
Show Inactives (3]
| x| | @B |
Setting Defintion
Pay OT Check this option to pay overtime to employees using this Policy.
Overtime Cycle Check this option to pay overtime to employees using this Policy.

This field is required. Enter the pay period that you use to calculate
overtime. For example, if overtime is paid after 40 hours of work per week,
select the Weekly option. This Overtime Cycle is independent of the Pay
Period specified in Policy Maintenance but must not be greater than the
policy pay period. For example, if the policy Pay Period is Biweekly, you may
select an Overtime Cycle of Weekly or Biweekly, but not Semimonthly or
Monthly since these cycles are longer than the policy pay period.
Weekly. Overtime is calculated weekly.

Biweekly. Overtime is calculated every two weeks.

Semimonthly. Overtime is calculated twice a month.

Monthly. Overtime is calculated once a month.

Overtime Definition | These settings define when and how overtime is calculated.

TIP: Begin by entering your first level of overtime in OT1.If after 40 hours of
work per week, you pay time-and-a-half, enter 40.00 in the Period Limit field
and 1.5000 in the Multiplier field.

If double-time is paid after 60 hours, enter 60.00 in the Period Limit field and
2.0000 in the Multiplier field for OT2.

On Sundays and holidays, you may want to pay double-time and one-half
regardless of hours worked. In this case, enter 99.99 in the Period Limit field
and 2.5000 in the Multiplier field for 0T3
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OT Level Up to three levels of overtime (0T1, 0T2 and OT3) may be defined per policy.

Period Limit Enter the number of hours (in HH.MM format) that an employee must work
to be eligible for overtime. For example, in a weekly pay period, the Period
Limit is typically defined as 40.00; in a biweekly period, it is normally defined
as 80.00.

Multiplier Enter the multiplication factor used to compute overtime pay. The normal
pay rate is multiplied by this number. For example, to pay time-and-a-half,
enter 1.50; to pay double-time, enter 2.00.

Daily Overtime These settings allow paying daily overtime. For example, many companies
pay daily overtime over eight hours per day. Another example is paying
double overtime on Sundays, regardless of how many hours are worked in
the overtime cycle.

Day of the Week Select the day(s) of the week that are paid daily overtime by checking the
appropriate checkbox.

Start at OT Level Select the applicable overtime level to be paid (if any) at the start of the
day. Choose Regular if no overtime is paid (regular wages), or 0T1, 0T2 or
0T3 to pay the overtime wages defined above.

Daily Qualifier Under OT1, 0T2 and OT3, enter the number of daily hours (in HH.MM
format) that must be worked before that overtime level will be
acknowledged by the system. For example, if Sunday hours start at 0T1,
and 0T2 begins after 8 hours, enter 8.00 in Sunday’s 0T2 Daily Qualifier.
Only overtime levels above the entry in Start at OT Level are available.

Reset at Day End Check this box to force any overtime hours that roll into the next day (after
midnight) to be processed using the next day’s rules. Clear the check box to
process hours accumulated past midnight using the OT rate from the
previous day.

Consecutive Days Check this box if overtime is paid automatically after working a certain
number of consecutive days.
NOTE: Additional options appear when this box is checked.

Number of Days Enter the number of consecutive days that must be worked before overtime
starts.
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Minimum Daily Enter the minimum number of daily hours that must be worked on each
consecutive day to qualify for overtime.

Hours Total Enter the minimum number of total hours that must be worked for all of the
consecutive days to qualify for overtime.

OT Level Select the overtime level that applies when the consecutive days criteria is
met.

On Days that Check this box to pay a second Overtime Level if an employee works more

Qualify than the specified amount in the After field. TA100 Pro will apply the

settings in the After and Overtime Level fields once the employee qualifies
for consecutive day overtime.

After (hrs) Enter the number of hours after which the second OT level will apply on
days qualifying for consecutive day overtime.

For example, if the employee gets OT1 for the first eight hours, and 0T2 after
eight hours worked on the seventh consecutive day, you would enter 8 in
this field, and OT2 in the next field.

OT Level Select the second OT level TA100 Pro will pay when an employee meets the
qualification for the After field under "On days that qualify". This setting
works in conjunction with the After column and indicates what overtime
level will be paid when the number of hours in the After field has been met.

Reset Overtime at If checked, this option tells TA100 Pro to reset the Consecutive Days count
Cycle End after the Overtime Cycle ends. This is used for Pay Periods with more days
than the Overtime Cycle.
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The Differential tab defines the codes and rates for up to three levels of Shift Differentials. A Shift
Differential is a premium amount or factor paid in addition to the employee's regular wage for certain
hours worked during the day. Shift Differentials work in conjunction with Shifts. The Differential tab
contains the following information:

Configure Policies
<7
o001 General Holidays Overtime Exceptions
STANDARD PAY RULES
Use Differential
0 STAMDARD Py RULES
Differential Type Amount
1 @® addition O Multiplier
2 @ Addition (O Multiplier
3 @® Addition (O Multiplier
Differential fixed to IN
1 Listed
Code MName
Show Inactives (D)
| x| | @cencel |

Setting Defintion

Use Differential

Check this option to enable the shift differentials.

Differential

There are three differential codes available, along with a NONE option

Type

Select the type of differential.

Addition. Select this option to add a specific dollar amount to the
employee’s regular wage.

Multiplier. Select this option to multiply the employee’s regular wage by a
multiplication factor.

On Days that

Check this box to pay a second Overtime Level if an employee works more

Qualify than the specified amount in the After field. TA100 Pro will apply the

Amount Enter the amount of the differential. If the type is Addition, enter the amount
in dollars and cents that should be paid above the employee's regular wage
for differential hours (i.e. .30 for 30 cents per hour). If the type is Multiplier,
enter the percentage or factor to multiply the employee's regular wage for
differential hours (i.e. 1.5 for time and a half).

Differential Check this option to pay an employee a differential premium only when he/

Fixed to In she punches In within the time frame(s) specified in Shift Maintenance.

Clear this check box to pay an employee a differential premium if any part
of the hours falls within the time frame(s) in Shift Maintenance.
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The Exceptions tab defines rules for flagging hours worked exceptions and contains the following
information:

Configure Policies

<

o001 General Holdays Overtime Differential
STANDARD PAY RULES

Report exceptions

001 STAMDARD Py RULES

Consecutive hours worked

Overtime hours warked
Under Over
Daily hours worked | 6.00' [ 1200
Period hours worked | 30.00] | 50.00 |

1Listed

Code Name

Show Inactives (;\.

Vx| Qone

Setting Defintion

Report Exceptions Check this box for TA100 Pro to report employees that work above or below
the specified parameters.

Consecutive Enter the number of consecutive hours worked (HH.MM) that, if exceeded
Hours Worked by an employee, will be reported on the Consecutive Hours Exception
report. For example, if 14.00 is entered, employees working over 14
consecutive hours are flagged for the report.

Overtime Enter the number of overtime hours (HH.MM) that, if exceeded by an
Hours Worked employee, will be reported on the Overtime Hours Exception report. For
example, if 20.00 is entered, any employees working over 20 hours of
overtime are flagged for the report.

Daily Hours An employee who works under or over this number of hours (HH.MM) per
Worked day is reported on the Daily Hours Exception report. For example, if 6.00 is
entered in the Under or Over fields, an employee working under or over 12
hours a day is flagged for the report

Period Hours An employee who works under or over this number of hours (HH.MM) in the
Worked period is reported on the Period Hours Exception report. For example, if
30.00 is entered in the Under or Over fields, an employee working under or
over 60.00 hours in a pay period is flagged for the report.
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Add a Policy

Click the System Setup menu, Policies. The Configure Policies dialog box will open.
Click the Add button to add a new Policy. The Default Policy Add dialog box will become available.

Configure Policies

<

o001 General Holidays Overtime Differential Exceptions
STANDARD PAY RULES
Code
- .
Default Policy Add
COPY DEFALLTS FROM
Code |
Mame |
s on 01/26/2020.
Yes | Mo | ggancel |
s Bci=—sorin e
Missing OUT punch limit 18.00| hours
will default the work total to 0.00| hours
1 Listed Maximum OUT punch link-back to next IN punch hours
@® Code O Name First change punch accrues to previous IM punch?

Reset Swipe & Go at midnight?

[(]show Inactives »

1 Do | Roske || Gow || Powe |

Enter a unique code for this policy.

Enter a unique name for this policy.

Click Yes to copy the existing policy, or click No to start from scratch.

Fill in the settings as described in the Configure Policies section.

Click OKto commit the changes and close the General dialog box. Click Close to exit the Configure
Policies dialog box.

Edit a Policy

Click the System Setup menu, Policies. The Configure Policies dialog boxwill open.

Highlight the Policy you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected Policy.
Edit the settings as described in the Configure Policies section.

Click OK to commit the changes and return to the Configure Policies screen.

Click Close to exit the Configure Policies dialog box.
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Delete a Policy

Click the System Setup menu, Policy. The Configure Policies dialog box will open.
Highlight the Policy you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

ok | [ caned ]

Click OK to confirm the deletion.
Click Close to exit the Configure Policies dialog box.

@00 PRO
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Shifts

Shifts define the work schedule for your employees. Shifts are created in Shift Groups, which can
include multiple Shifts. For example, you may have a Shift Group for the Day-Shift workers, in which
unique Shifts may start at 7am, 8am, and 9am. Rounding rules are applied to the Shift Group to
determine employee tardiness and rounding.

An employee assigned to a Shift Group can be assigned to any of the individual shifts within it. The
employee may also "float" between Shifts, which causes TA100 Pro to determine tardiness and
rounding according to the Shift the employee punched in closest to. For example, an employee that
clocks in at 7:45am would be considered to be on the 8am Shift that day, simply because he/she
clocked in closer to 8am than to 7am. The parameters for this "cut off" are defined as part of the
Shift.

You will first create the Shift Group (Days, Swing, Graveyard, etc.) and then will create the unique
Shifts within it.

Configure a Shift Group

A Shift Group is made up of individual Shifts that are unique but are related in some way. For
example, the Day Shift Group has Shifts that all take place during daylight hours, but has unique
starting & stopping times (7am-4pm, 8am-5pm, 9am-6pm, etc.)

Click the System Setup menu, Shifts. The Configure Shifts dialog box will open. The Configure Shifts
dialog box contains three tabs, which are described below.

Configure Shifts

001 Groups  Details  Differential

Code[ooi | Name |Standard Shift | £ Active
Flex / Open Forecasted hours for floaters | 0.0000
Shift Details
Start Cutoff Stop Gross Lunch Total Mumber
le:00 Z0:00 Ql:00 9.00 l.00 2.00 2 +Add
v
Rounding
In / Out Rounding Lunch Rounding Break Rounding
| 1 IN/OUT STANDIRS | | 2 LUNCH STANDARISS | |17:t:z DEFINED v
1 Listed

Edit Im/Out Rounding Edit Lunch Rounding Add Break Rounding

() Code (®) Name

|:| Show Inactives C;‘.

apadd | [Fest || Hpeete || Gent || fldose
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The Shift Groups tab defines the settings that apply to the Shift Group as a whole and contains the
following information:

001 Groups Details Differentil
Standard Shift
Standard Shift 001 Code[001 | Name EEREEREDG: B Active
[JFlex / Open Forecasted hours for floaters | 0.0000
Shift Details
Start Cutoff Stop Gross Lunch Total Mumber
A7:00 12:00  1&:00 %00 1.00 z_00 1 A
1€:00  20:00 1:00 5.00 1 z s
W Edit
8Delebe
W
Rounding
In f Out Rounding Lunch Rounding Break Rounding
[1 m/ovT sTanoalv] |3 LmcH sTanpazw] |wowz pEFTHED ]
1 Listed
| EditInfoutRounding | | EditlunchRoundng |  AddBreskRounding |
Code Mame
Show Inactives (:;'“
. x| | @cance |

Setting Defintion

Code

This field is required. Enter a unique shift code up to 3 characters in length.
Once saved, this code cannot be changed.

Name

This field is required. Type the shift group name, as you want it to appear in
the system and on reports. The shift group name can be up to 30 characters

long.

Active

Click the Active check box to indicate an active shift group. Clear this
check box if the group is inactive. Rather than deleting a shift group from
the system, simply mark it inactive in the event you wish to use it again at a

later date.
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Flex/Open

Click the Flex/Open check box if the shift group consists of flexible shifts. A
flexible shift does not have a designated start and stop time. It only specifies
the number of hours that an employee must work to complete the shift.
When Flex/Open is selected, you cannot set the start and stop times for any
individual shift created in this group. You can only specify the total duration
of the shift. Also, the Forecasted hours for floaters is unavailable.

Forecasted Hours

Enter the number of hours that a floating employee must work within a pay

for Floaters period. This allows the system to forecast a number of hours for floating
employees when doing forecast reporting. Unlike an employee assigned to
a fixed shift, a floating employee may work varied shifts as long as he/she
works the total number of hours required for the pay period.

Shift Details Displays the individual shifts that comprise the shift group. Each row in the
box is an individual shift. If the Shift Details box is blank, no individual
shifts have been created for this group.

Add/Edit/Delete These buttons allow you to maintain the Shifts within this Shift Group.

Buttons

Rounding These settings determine which Rounding Rules will apply to all the Shifts
within this Shift Group.

In/Out Rounding Click the arrow to select time rounding rules for In and Out punches used

by the shift group.
NOTE: These rules apply to the entire group and not to the individual shifts.

Add/Edit In/Out

Click this button to Add or Edit the In/Out Rounding Rules.

Rounding
Lunch Click the arrow to select time rounding rules for Lunch punches used by
Rounding the shift group.

NOTE: These rules apply to the entire group and not to the individual shifts.
Add/Edit Lunch Click this button to Add or Edit the Lunch Rounding Rules.
Rounding
Hours to Add for Click the arrow to select time rounding rules for Break punches used by

Each Unworked
Holiday

the shift group.
NOTE: These rules apply to the entire group and not to the individual shifts.

Reset at End of Day

Click this button to Add or Edit the Break Rounding Rules.
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The Add/Edit Rounding buttons are only available when you are adding or editing a Shift Group.
When you click on the Rounding buttons the Rounding Details dialog boxes contain the following

information:

Rounding Details

Cade REVSY(/0UT STANDARD ROUNDING

Start
Fround IN punches fonsard to
the scheduled start time

Grace M punches back ta the

scheduled start time

Dok IN punches fonward past

the scheduled start time

0745 [oaf[oo] 0802 0805

OUTSIDE ROUND
Start

Round IN punches outside the above

rounding parameters to every 15

Stop

Dock OUT punches back prior
to the scheduled stop time

Grace OUT punches forward

to the scheduled stop time

Found OUT punches back

to the scheduled stop time

1645 1858 [17K[00] 1730
e —

—= |
T

Stop
Round OUT punches outside the above

rounding parameters to every 15

with a it split with a miriute split

10:00 10:03:00 1015 13:00 13:03:00 1315
, e — , e

EDITING | ak. | | Cancel |

Setting Defintion

Code This field is required. Enter a unique rounding code up to 5 characters in
length. Once saved, this code cannot be changed.

Name This field is required. Type the time rounding code name as you want it to
appear in the system and on reports. The rounding code name can be up to

30 characters long.

Start These settings define the rounding rules for the period's start time.
Depending upon the type of transaction selected, this may be the In, Start
Lunch or Start Break punch.

Identifies the number of minutes before the scheduled Start time that will
round forward to the scheduled In time.

Round In

Identifies the number of minutes that are rounded back after the scheduled
start time.

Grace In

Identifies the number of minutes after the scheduled Start time that will be
rounded forward before TA100 Pro will use the Qutside Round.

Dock In

The Outside Round box is for additional rounding rules not covered in the
ranges above. Both the Start and Stop category has its own set of outside
rounding parameters.

Outside Round
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Every XX Mins Rounding may be minute to minute (0) or in setincrements of 3, 6, 15, 30 or
60 minutes. Click the arrow to display valid entries then select the
increment desired. For example, entering 15 in this field means that for
punches occurring outside the Scheduled Start time, round to the nearest
15 minutes using the Round Back and Round Forward rules specified below.

With A XX Punches occurring through the minute specified will round back to the last

Minute Split defined rounding increment. Punches occurring from the minute indicated
will round forward to the next defined rounding increment.

Stop Fields in the Stop column allow the rounding of Out punches, based on the
scheduled stop times. These settings define rounding rules to round the
duration of the work period (as opposed to the start time.)

Dock Out Identifies the number of minutes before the scheduled Stop time that will
round back prior to the scheduled Stop time.

Grace Out Identifies the number of minutes that are rounded forward to the scheduled
Stop time.

Round Out Identifies the number of minutes after the scheduled Stop time that will
round back to the scheduled Stop time.

Every XX Mins Rounding may be minute to minute (0) or in set increments of 3, 6, 15, 30 or
60 minutes. Click the arrow to display valid entries then select the
increment desired. For example, entering 15 in this field means that for
punches occurring outside the Scheduled Start time, round to the nearest
15 minutes using the Round Back and Round Forward rules specified below.

With A XX Punches occurring through the minute specified will round back to the last

Minute Split defined rounding increment. Punches occurring from the minute indicated
will round forward to the next defined rounding increment.
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The Details tab is only available when you are adding or editing a Shift (as opposed to the Shift
Group). It defines the settings for a selected Shift within the Shift Group, and contains the following

Configure Shifts

001 Groups Detals: Differentil

Standard Shift
00:00 0600 12;00 13;00 2400

shift Number Start [07:00 cutoff [12:00 Stop
Process On (@ In Gross Lunch/Breaks | 1.00] Total | 8.00]
Lunches Breaks Exceptions
Punched Punched Start  Stop Punch type
Elapsed Elapsed 1 |00:00-00:00 n Qut
Mone Mone 2 |00:00-00:00 n Out
3 |00:00-00:00 In Out
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Setting Defintion

Graphic Use the graphic timeline to define the individual start and stop time of a shift.

Shift Number Enter a unique number (up to 3 digits) to identify the individual shift.

Start Type the individual shift’s starting time in HH:MM. Times must be entered in
military format.

Cutoff Type the individual shift's latest starting time (cutoff) in HH:MM, before the
individual would “float” into the next schedule. Times must be entered in
military format.

Stop Type the individual shift's ending time in HH:MM. Times must be
entered in military format.

Process On If the shift’s stop time rolls over to a new day, do you want to process the
hours on the day the employee punched In or punched Out? Select the In or
Out option by clicking the desired field.

Gross This field automatically displays the total duration of the shift from clock in
to clock out.

Lunch/Breaks This field automatically displays the total number duration of lunches and
breaks (combined).

Totals This field automatically displays the total paid hours for the day. It takes into
account whether or not breaks and lunches are paid.
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Setting Defintion

Lunches

These settings define how lunches are treated during this shift.

Punched

Check this box to indicate that employees should clock out for and in from
lunch.

Elapsed

Select this option if the shift's lunch period is automatically deducted after a
number of elapsed hours. If the Punched check box is also selected, the
punched time overrides the elapsed time. In other words, if the employee
does not punch Qut for and In from lunch, the shift’s lunch period is
automatically deducted after the elapsed time. Define the elapsed time in
the Elapsed Deduct box below.

None

If no restrictions apply to the shifts lunch period, select this option. Typically,
if the employee has a paid lunch, clear the Punched check box and select
None. This prohibits the employee’s lunch period from being deducted from
the shift's total hours.

SG Max

If Swipe and Go is in use, this tells TA100 Pro what the maximum amount of
time a lunch or break can be. Enter time in military format. TA100 Pro will
then take all the punches and measure the duration between transactions. If
the duration is longer than the SG Max, it will move to the next option.

Breaks

These settings define how breaks are treated during this shift.

Punched

Check this box to indicate that employees should clock to and from break

With A XX

Select this option if the shift's break period is automatically deducted after a
number of elapsed hours. If the Punched check box is also selected, the
punched time overrides the elapsed time. In other words, if the employee
does not punch Qut for and In from break, the shift's break period is
automatically deducted after the elapsed time. Define the elapsed time in
the Elapsed Deduct box below.

None

If no restrictions apply to the shift's break, select this option. Typically, if the
employee has a paid break, clear the Punched check box and select None.
This prohibits the employee’s break from being deducted from the shift's
total hours.

SG Max

If Swipe and Go is in use, this tells TA100 Pro what the maximum amount of
time a lunch or break can be. Enter time in military format. TA100 Pro will
then take all the punches and measure the duration between transactions. If
the duration is longer than the SG Max, it will move to the next option.

With A XX

Enter the time frames for exception transactions in this box. These are the
time frames in which employees are not supposed to be punching. If a
punch falls within these time frames, it is reported on the Punch Interval
Exceptions report and to the Approval Editor as an exception or violation
that needs supervisor approval.
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Setting Defintion

Start Type the starting time of the exception in HH:MM. Time must be entered in
military format.

Stop Type the ending time of the exception in HH:MM. Time must be entered in
military format.

Punch Type Select Inor Outto indicate that the exception applies to an In or Out punch.

Type Click the down arrow to the right of the Type field and select the type of
period

(Lunch, Break or None) to be defined in this row. For example, to define a
windowed lunch period, select Lunch as the Type.

Paid If the lunch or break is paid, select the Paid check box. Otherwise, clear this
box to indicate an unpaid lunch or break.

Elapsed These settings define the parameters for Elapsed Lunches and Breaks. If

Deduct Elapsed is selected in either the Lunch or Breaks sections, you must
configure this section.

Elapsed Enter the number of hours that need to elapse before a Lunch or Break is
automatically deducted. For example, if three hours must elapse, enter 03:00
in this field.

From Click the button to the left of the From field and select whether the elapsed

time starts from the Actual In Punch or Shift Start Time. The word Punch or
Shift displays in this field to indicate your selection.

Deduct Enter the time to be automatically deducted for the Lunch or Break. For
example, to deduct one hour, enter 01:00.

Punched These settings define how long the employee is allowed for lunch, and how
payment should be handled if the employee takes more time than is
allowed.

Duration If the employee punches Out for and In from lunches or breaks, enter the

duration of the lunch or break in this field. For example, to specify a one-
hour lunch period, enter 01:00.

Pay If the employee punches for a lunch or break that is paid, define if it
Outside continues to be paid after the defined duration, and it so, for how much
longer. Checking this box and putting 00:30 would mean an additional 30
minutes longer than the defined duration would be paid, then all time after
that would be unpaid.
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The Differential tab defines a Shift Differential for this Shift Group (not for the individual Shift) and

contains the following information:

Configure Shifts

Groups  Detais {Differental

From |16 :00 -00:00

Sunday | Differential - 1 [+
Monday | Differential - 1 |+
Tueday | Differential - 1 |
Wednesday | Differential - 1 |5
Thursday | Differential - 1 |+

Friday | Differential - 1 |

v Saturday | Differential - 1 |

it || (e | | Rosew

1 Listed
() Code (®) MName
[(]show Inactives ®

offapdd Wedit Mokt | &print || Fldese |

Setting Defintion

Differential List Displays the Start, Stop, and daily status of an existing differential.
From Select the starting time for the pay differential.
Stop Select the ending time for the pay differential.

Day of the Week Select the differential premium code (D1-D3) assigned to the shift each day
of the week. For example, a 10:00 P.M. to 6:00 A.M. shift may receive a $5.00
per hour premium on weekends, but only $2.50 per hour premium Monday
through Friday. If no differential premium code applies to a particular day,
select "No Differential".
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Add a Shift Group

Click the System Setup menu, Shift. The Configure Shift dialog box will open.
Click the Add button to add a new Shift Group. The Groups tab will become available.

Configure Shifts
001 Groups | Detals | Differential
Standard Shift
Standard Shift aom Code || | Mame | | Active
[CIFlex / Open Forecasted hours for floaters
Shift Details
Start Cutoff Stop Gross Lunch Total Mumber
~
s tdd
W edi
”Delete
v

Rounding

In / Out Rounding Lunch Rounding Break Rounding

[wonE pEFINED [] [wowz o=zzmzo [w] [wow=z pErznzo =
1Listed
| AddInjoutRounding | AddlunchRoundng | |  AddBreakRoundng |
Code MName
Show Inactives o)
Vs

Fill in the Code, Name, Flex/Open, Forecasted hours for Floaters and select the Rounding as
describe in the Configure Shift Group section.

NOTE: If the Rounding Rules are not defined see Add/Edit Rounding for more information.

Click OK to commit the changes and close the Configure Shift Group dialog box.

Click the Add button next to the Shift Details window to add a new Shift. The Details tab will
become available.

Fill in the settings as described in the Configure Shift section.

Click OK to commit the changes and close the Shift dialog box.

Click on the Differentialtab to add a shift differential.

Click the Add button.

Enter the From and To in HH:MM.

Select the Day and Differential number that will apply to this shift.

Click Close to exit the Configure Shift Group dialog box.

NOTE: See Add A Shift to enter the specific shifts within this shift group.

@OO PRO
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Edit a Shift Group

Click the System Setup menu, Shift. The Configure Shift Group dialog box will open.

Highlight the Shift Group you wish to edit from the list at the side of the screen.

Click the Edit button. The Groups screen will become available for you to edit the selected Shift Group.
Edit the Name, Flex/Open, Forecasted hours for Floaters and select the Rounding as describe in the
Configure Shift Group section.

Click OK to commit the changes and return to the Configure Shift Group screen.

Click Close to exit the Configure Shift Group dialog box.

NOTE: See Edit a Shift to edit shift within this shift group.

Delete a Shift Group

Click the System Setup menu, Shift. The Configure Shift Group dialog box will open.
Highlight the Shift Group you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

o | [

Click OK to confirm the deletion.
Click Close to exit the Configure Shift Group dialog box.

@OO PRO
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Add a Shift

Click the System Setup menu, Shift. The Configure Shift dialog box will open.

Click the Add button next to the Shift Details window to add a new Shift. The Detalils tab will become
available.

Fill in the settings as described in the Configure Shift section.

Click OK to commit the changes and close the Shift dialog box.

Click on the Differential tab to add a shift differential.

Click the Add button.

Enter the From and To in HH:MM.

Select the Day and Differential number that will apply to this shift.

Click Close to exit the Configure Shift dialog box.

Edit a Shift

Click the System Setup menu, Shift. The Configure Shift dialog box will open.
Highlight the Shift you wish to edit from the listin the center of the Groups screen.
Click the Edit button next to the Shift Details window. The Details screen will become available for
you to edit the selected Shift.

Edit the settings as described in the Configure Shift section.

Click OKto commit the changes and return to the Configure Shift screen.

Click on the Differentialtab to edit a shift differential.

Click the Edit button.

Edit the From, To, Day and Differential number.

Click OK to commit the changes and close the Shift Differential dialog box.

Click Close to exit the Configure Shift dialog box.

Delete a Shift

Click the System Setup menu, Shift. The Configure Shift dialog box will open.
Highlight the Shift you wish to from the list in the Center of the Groups screen.

@OO PRO
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Click the Delete button next to the Shift Details window. You will be prompted:

@ Are you sure you want to delete?

o« | [ caned

Click OKto confirm the deletion.
Click Closeto exit the Configure Shift dialog box.

Add a Rounding Rule

Click the SystemSetupmenu, Shift. The Configure Shift Group dialog box will open..

Click the Editbutton to edit the Shift Group. Use the drop down arrow to change the rounding rule
to NONE DEFINED for the rule you wish to add.

Click the Add In/Out Rounding, Lunch Rounding, or Break Rounding button. The Rounding Details
dialog box will open.

Fill in the settings as described in the Configure Shift Group section.

Click OKto commit the changes and close the Rounding dialog box.

Click Closeto exit the Configure Rounding dialog box.

Edit a Rounding Rule

Click the SystemSetup menu, Shifts. The Configure Shift Groups dialog box will open.

Click the Editbutton to edit the Shift Group.

Using the drop down arrow select the Rounding Rule you wish to edit.

Click the Edit In/Out Rounding, Edit Lunch Rounding, or Edit Break Rounding button. The Rounding
Details dialog box will open for you to edit the selected Rounding Rule.

Edit the settings as described in the Configure Shift Group section.

Click OKto commit the changes and return to the Rounding Details dialog box.

Click Close to exit the Configure Shift Group dialog box.
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Holidays

The Holiday feature specifies which dates are considered company holidays. (How employees are
paid for the holidays is defined within Policies section.) Holidays must be defined in order to post
employee time toward a paid holiday rather than time worked, as well as to generate time and
attendance reports that reflect holidays.

It is necessary to define the holidays each year, as certain holidays fall on or are observed on
different dates each year.

Holiday Tips:

e Itis not necessary to define all annual holidays: only enter those holidays that your company
recognizes.

e If aholiday falls on a Sunday, but your employees get Monday off, enter the holiday using
Monday’s date.

e Ifaholiday falls on a weekend, and your employees do not receive holiday hours for that day,
then don't enter the holiday in the system.

e Ifyour employees get two consecutive days off for a holiday, you must enter both dates. For
example, if Tuesday is the holiday and you wish to give both Monday and Tuesday off with pay;
enter the date for both days.

NOTE: No more than two consecutive holidays may be entered if employees must work the day
before andthe day after the holiday.

Configure Holidays
Click the System Setup menu, Holidays. The Configure Holidays window will open.

Configure Holidays
05/25/2020 General
Memorial Day
05/25/2020  Memorial Day Date Monday
O07/03/2020  Independence D) e
1142642020 Tharkegiving =Wl Memarial Dayl
12/25/2020  Chiistmas [ Active

Override Absent Allowed
[] Apply Work Time on this Holiday to (Secondary) OT Level
Holiday Groups

Indude Code Name

Group 02
Group 03
Group 04

OOER
HEE

4 Listed
Date Mame
Show Inactives ™
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The Configure Holidays dialog box contains the following information:

Setting Defintion

Date Enter the date on which the holiday will be observed. This is the date on
which the Holiday Policies (set in Policies) will apply.

Name Enter the name of the holiday.

Active Check the Active box to indicate that this holiday will be observed.

Override Absent Check this box if paid time for this Holiday should supersede a system-

Allowed generated absence.

Apply Work Time on | check this box if the holiday is paid at the secondary rate, as defined in

this Holiday to the payroll policy ‘Holiday’ section.

(Secondary) OT

Level

Holiday Groups Click the Include box for each group the Holiday will be observed. Holiday
Groups allow each group to have different holidays. Employees can only
be assigned one Holiday Group.

Add a Holiday

Click the System Setup menu, Holiday. The Configure Holiday dialog box will open.
Click the Add button to add a new Holiday. The General tab will become available.

|
Configure Holidays
05/25/2020 General
Memorial Day
05/25/2020  Memorial Day Date Monday
07/03/2020  Independence D)
11/26/2020  Thanksgiving 1
12/25/2020  Christmas Active
Override Absent Allowed
[ apply Work Time on this Holiday to (Secondary) OT Level
Holiday Groups
Indude Code MName
02 Group 02
1 o3 Group 03
0 o4 Group 04
4 Listed
Date Narme
Show Inactives (D)
| Jx || Bcenel |
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Fill in the settings as described in the Configure Holidays section.
Click OK to commit the changes and close the Holiday dialog box.
Click Close to exit the Configure Holiday dialog box.

Edit a Holiday

Click the System Setup menu, Holidays. The Configure Holidays dialog box will open.

Highlight the Holiday you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected Holiday.
Edit the settings as described in the Configure Holiday section. NOTE: The date cannot be modified.
Click OK to commit the changes and return to the Configure Holiday screen.

Click Close to exit the Configure Holiday dialog box.

Delete a Holiday

Click the System Setup menu, Holidays. The Configure Holidays dialog box will open.
Highlight the Holiday you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

@ Are you sure you want to delete?

oK T cane

Click OK to confirm the deletion.
Click Close to exit the Configure Holidays dialog box.
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Groups

User-defined groups are optional but very useful. Groups are used to organize and sort employees
throughout TA100 Pro. They may be used to sort employees when generating reports, and are also
used with Security to control which employees managers are allowed to edit. Some examples of
employee groups are:

e Managers
e Union Employees
e Part-time Employees

Employees are assigned to a group in the Employee Maintenance dialog box.

Configure Groups

Click the System Setup menu, Groups. The Configure Groups window will open.

@

Code

Mame |T|me America, Inc. Production

< Active

2 Listed

(® Code (O Name

[]5how Inactives C;\.
e
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The Configure Groups dialog box contains the following information:

Setting Defintion

Code This is a required field. Enter a unique code (up to 10 characters) to identify
the employee group. Once saved, this code cannot be changed.

Name This is a required field. Enter the group name, as you want it to appear in the
system and on reports. The group name can be up to 30 characters long.

Active Click the Active check box to indicate that the employee group is currently
in use. Clear this check box if the group is not being used at this time.

Add a Group

Click the System Setup menu, Groups. The Configure Groups dialog box will open.
Click the Add button to add a new Group. The General tab will become available.

Configure Groups
General

o001
Time America, Inc. Produ

om
0oz

Time America, [n
Time America, [n

N

MName |

E Active

2 Listed

Code MName

Show Inactives C;‘
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Fill in the settings as described in the Configure Groups section.
Click OK to commit the changes and close the Group dialog box.
Click Close to exit the Configure Groups dialog box.
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Edit a Group

Click the System Setup menu, Groups. The Configure Groups dialog box will open.
Highlight the Group you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the
selected Group. Edit the settings as described in the Configure Groups section.
NOTE: The Group Code cannot be changed.

Click OK to commit the changes and return to the Configure Groups screen.

Click Close to exit the Configure Groups dialog box.

Delete a Group

Click the System Setup menu, Groups. The Configure Groups dialog box will open.
Highlight the Group you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

o« | e ]

Click OK to confirm the deletion.
Click Close to exit the Configure Groups dialog box.
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Departments

Departments are the top level in Job Costing. Departments indicate the business unit or section of the
company that employees work for, and are used to track where employees spend their time.
Departments serve many purposes in TA100 Pro. Employees can track their time to a department by
clocking into and/or transferring to the department. Wages can be associated with the department
and employee, enabling accurate department costing. Hours and wage budgets can be set for the
department, enabling accurate budget vs. actual reporting. Reports can be filtered and grouped by
department.

Departments are optional and only available when the Department Use Flag is checked on the
Configure tab of the Main Company dialog box. Also, if you changed the name used to refer to
Departments (on the Defaults tab of the Main Company dialog box), that name will be used in lieu of
"‘Department’. For more information, see Main Company.

Some examples of departments are:
e Accounting

e Administration

e (Customer Service

e Research and
Development

e Salesand
Marketing

e Shipping

Configure Departments

Click the System Setup menu, Department. The Configure Department window will open.

Configure Department

1 {General!

code

Name |Cusmmer Service

Active

Use Hourly Wage

Budgered ToalHours [ g
Budgeted Total Dollars 0.0000
Hourly wage 11.0000

3 Listed

(i Code (®) Name
[ show Inactives (;‘.
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The Configure Department dialog box contains the following information:

Setting Defintion

Code This is a required field. Enter a code to identify the department. The code’s
length and type (numeric or alphanumeric is determined in the Defaults
dialog box in the Main Company dialog box (see Main Company, page 26..
Once saved, this code cannot be changed.

Name This is a required field. Enter the department name, as it will appear in the
system and on reports. The department name can be up to 30 characters
long.

Active Check this box to indicate that the department s currently in use. Clear

this check box if the department is not being used at this time. .

Use Hourly Wage Check this box to pay all employees assigned to this department a standard
hourly wage whenever they work in this department. Checking this box will
enable the Hourly Wage field, in which you define the amount of the wage.

NOTE: This Hourly Wage is also known as the Level Wage. If this wage is
different than the employee's individual wage, the employee's individual
wage takes precedence. To cause the Hourly Wage

(Level Wage) to take precedence, check the Use Level Wage before default
assignment wage option on the Configure tab of the Configure Main
Company dialog box.

Budgeted The ‘budgeted total hours’ has no timeframe associated to it. Itis based on
Total Hours however the user wishes to run the reports. If they want a daily report, put

the daily hours expected to be worked into the field. If the report will be ran
by pay period, put the expected number of hours for the pay period in. Use

the Actual vs Budgeted report.

Budgeted The ‘budgeted total dollars’ has no timeframe associated to it. Itis based on
Total Dollars however the user wishes to run the reports. If they want a daily report, put
the daily dollars expected to be earned into the field. If the report will be
ran by pay period, put the expected number of dollars earned for the pay
period in. Use the Actual vs Budgeted report.

Hourly Wage Enter the hourly wage paid to employees working in this department. The
Use Hourly Wage check box must be selected for this field to be available.
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Add a Department

Click the System Setup menu, Department. The Configure Department dialog box will open.
Click the Add button to add a new Department. The General tab will become available.

Configure Department
1 General
Customer Service
Customer Service 1
Frogramming Service 3 Code |:|
Sales 2
Mame |
Active
[Tuse Hourly Wage
Budgeted Total Hours | 0.00 |
Budgeted Total Dollars | 0.0000 |
Hourly wage | 0,0000 |
3 Listed
Code Mame
Show Inactives (;‘,.
7

Fill in the settings as described in the Configure Departments section.
Click OK to commit the changes and close the Department dialog box.
Click Close to exit the Configure Department dialog box.

Edit a Department

Click the System Setup menu, Department. The Configure Department dialog box will open.

Highlight the Department you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected Department.
NOTE: The Code field cannot be edited.

Edit the settings as described in the Configure Departments section.

Click OK to commit the changes and return to the Configure Department screen.

Click Close to exit the Configure Department dialog box.
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Delete a Department

Departments that are in use cannot be deleted. If an employee has clocked into or transferred into
a department that is deleted, the time will still be associated with the department code used, but

the description will be replaced with NOT DEFINED on reports.

Click the System Setup menu, Department. The Configure Department dialog box will open.
Highlight the Department you wish to delete from the list at the side of the screen.

Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

oK

Cancel q

Click OK to confirm the deletion.
Click Close to exit the Configure Department dialog box.
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Jobs

Jobs are the second level in Job Costing. Jobs are used to track employee’s time and labor cost in
terms of hours and dollars. Jobs serve many purposes in TA100 Pro. Wages can be associated
with the job and employee. Hours and wage budgets can be set for the job, enabling accurate
budget vs. actual reporting.

Jobs are optional and only available when the Department and Job Use Flags are checked on the
Configure tab of the Main Company dialog box. Also, if you changed the name used to refer to Jobs
(on the Defaults tab of the Main Company dialog box), that name will be used in lieu of "Jobs". For
more information, see Main Company.

Some examples of Jobs might be:
e Welding

e Shipping

e Product Development

e Work Orders

Configure Jobs
Jobs are the second level of the Job Costing feature (Departments are the top level.)

Click the System Setup menu, then Job. The Configure Job window will open.

3

5 General

5 Widgets
7 whatzits Code |:|

Mame [Widgets

| Active

Use Hourly Wage

Budgeted Total Hours | 0,00 |
Budgeted Total Dolars | 0.0000 |
Hourly wage | 0.0000 |

2 Listed

(@ Code (O Mame
[ show Inactives C;\.
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The Configure Job dialog box contains the following information:

Setting Defintion

Code This is a required field. Enter a code to identify the Job. The code’s length
and type (numeric or alphanumeric) is determined in the Defaults dialog box
in the Main Company dialog box (see page 26). Once saved, this

code cannot be changed.

Name This is a required field. Enter the Job name, as it will appear in the system
and on reports. The Job name can be up to 30 characters long.

Active Check this box to indicate that the Job is currently in use. Clear this check
box if the Job is not being used at this time.

Use Hourly Wage Check this box to pay all employees assigned to this Job a standard hourly
wage whenever they work in this Job. Checking this box will enable the
Hourly Wage field, in which you define the amount of the wage.

NOTE: This Hourly Wage is also known as the Level Wage. If this wage is
different than the employee's individual wage, the employee's individual
wage takes precedence. To cause the Hourly Wage (Level Wage) to take
precedence, check the Use Level Wage before default assignment wage
option on the Configure tab of the Configure Main Company dialog box.

Budgeted The ‘budgeted total hours’ has no timeframe associated to it. It is based on
Total Hours however the user wishes to run the reports. If they want a daily report, put
the daily hours expected to be worked into the field. If the report will be
ran by pay period, put the expected number of hours for the pay period in.
Use the Actual vs Budgeted report.

Budgeted The ‘budgeted total dollars’ has no timeframe associated to it. It is based on
Total Dollars however the user wishes to run the reports. If they want a

daily report, put the daily dollars expected to be earned into the field. If the

report will be ran by pay period, put the expected number of dollars earned
for the pay period in. Use the Actual vs Budgeted report.

Hourly Wage Enter the hourly wage paid to employees working in this Job.
The Use Hourly Wage check box must be selected for this field to be
available.
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Add a Job

Click the System Setup menu, then Job. The Configure Job dialog box will open.
Click the Add button to add a new Job. The General tab will become available.

5 General
Widgets
5 Widgets
7 whatats Code] ]
Mame |
E Active
[Juse Hourly Wage
Budgeted Total Hours | 0.00 |
Budgeted Total Dollars | 20,0000 |
Hourly wage | 0,0000 |
2 Listed
Code Mame
Show Inactives ()
o

Fill in the settings as described in the Configure Jobs section.
Click OK to commit the changes and close the Job dialog box.
Click Close to exit the Configure Job dialog box.

Edit a Job

Click the System Setup menu, then Job. The Configure Job dialog box will open.

Highlight the Job you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected Job.
NOTE: The Codefield cannot be edited.

Edit the settings as described in the Configure Jobs section.

Click OK to commit the changes and return to the Configure Job screen.

Click Close to exit the Configure Job dialog box.
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Delete a Job

Jobs that are in use cannot be deleted. If an employee has clocked into or transferred into a job
that is deleted, the time will still be associated with the job code used, but the description will be
replaced with NOT DEFINED on reports.

Click the System Setup menu, then Job. The Configure Job dialog box will open.
Highlight the Job you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

oK - canee

Click OK to confirm the deletion.
Click Close to exit the Configure Job dialog box.
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Bell Schedules

The Bell Schedules is an optional module that allows your Time clock to activate a bell at specified

times of day. For example, you might have a bell ring to announce the start of a shift, break or lunch,
and the end of the day. The bell schedule is defined by the day of the week, the time of day, and the
duration of the bell. The Bell Schedules module can ring up to 336 bells per Time clock per week.

Each Bell Schedule template can contain multiple bell details. Once the Bell Schedule
has been created, you will add the individual dates and times the bells will ring. The Bell
Schedule is then downloaded to the appropriate Time clocks.

Configure Bell Schedules

Click the System Setup menu, Bell Schedules. The Configure Bells window will open.

Configure Bells
ooo1 General
DAILY SHIFT BELL SCHED!
Number | 0001 Mame |DAILY SHIFT BELL SCHEDULE | Active
SCHEDLLES DAY OF WEEK
MNumber SMTWTFS Time Duration
1. HYYYYYH 05:00 2.0 Iy Sunday
z. WYEYEYN 02:00 2.0 7 Mond
3. WYEYEYN 1z2:00 2.0 onday
a. WYYYTYN 13:00 2.0 | Tuesday
5. WEEYEN 17:00 2.0 Add
= e y + /| Wednesday
”DEIEE | Thursday
| Friday
Saturday
Duration
1 Listed s
OiNumber} @ Name
[ show Inactives G‘.

b || [Zese || odete | Gernt | [ Fldose |
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The Configure Bells dialog box contains the following information:

Setting Defintion

Number This is a required field. Enter a 4-digit number to identify the bell schedule.
Once saved, this number cannot be changed.

Name This is a required field. The bell schedule name can be up to 30 characters
long.

Active Click the Active check box to indicate that the Bell Schedule is currently in
use. Uncheck this box if the Schedule is not being used at this time.

Schedules Lists the individual bell days and times entered.

Number Indicates the order the bells will ring.

SMTWTFS Indicates the day(s) of the week the bell will ring.

Time Indicates the time at which the bell will ring.

Duration Indicates how long the bell will ring.

Day of Week Indicates the day(s) of the week the bell selected in the Schedules list will
ring.

Time Indicates the time at which the bell selected in the Schedules list will ring.

@OO PRO
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Add a Bell Schedule

Click the System Setup menu, Bell Schedules. The Configure Bell Schedule dialog box will
open. Click the Add button to add a new Bell Schedule. The Generaltab will become available.

0001 General
DAILY SHIFT BELL SCHED!
Number (IR Mame Active
Cally SHIFT BELL 0007 | =
SCHEDULES DAY OF WEEK
MNumber SMTWTFS Time Duration
I Suncay
Monday
Tuesday
i
Wednesday
8DEIEtE Thursday
Friday
Saturday
Time |00:00
Duration
1Listed A
Number Name
W i =,
Show Inactives (_,/.
v

Enter in the Number, Name and Active status.

NOTE: As soon as the Number is entered, the Add button in the center of the screen will become
available.

Click the Add button in the center of the screen to add the individual bell details. The Bell Details
window will open.
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Select the days of the week you want the bell to ring.

Enter the time (HH:MM) at which you want the bell to ring. This must be entered in military time.
Enter the duration for the bell (how long the bell should ring). The default value is 2.0 seconds.
Click OK to commit the changes and close the Bell Details dialog box.

Configure Bells
o001 General
DAILY SHIFT BELL SCHEDI o
Bell Details
Mumb LILE Acti
DAILY SHIFT BELL 0001 mber | cE
DAY OF WEEK
SCHEDULES I-Y DAY OF WEEK
P I_S“'day
1. MYy [~ Tuesday Sunday
2. NYY
. - ™ wednesday Monday
4. HY I Thursday Tuesday
= i = B Wednesday
[ saturday
8DEIEtE Thursday
Time IUU 00 Duration | 2.0 Friday
Saturday
fgk: | gganoel | Time
Duration
1 Listed h
Mumber MName
Show Inactives { Yy
o | [ @l

Click OK to commit the changes and return to the Configure Bells screen.
Click Close to exit the Configure Bells dialog box.

Edit a Bell Schedule

Click the System Setup menu, Bell Schedules. The Configure Bells dialog box will open.
Highlight the Bell Schedule you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to edit the selected Bell
Schedule.

Edit the settings as described in the Configure Bell Schedule section.

Click OK to commit the changes and return to the Configure Bells screen.

Click Close to exit the Configure Bells dialog box
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Delete a Bell Schedule

Bell Schedules that are in use cannot be deleted.

Click the System Setup menu, Bell Schedules. The Configure Bells dialog box will open.
Highlight the Bell Schedule you wish to delete using the list at the side of the screen.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

ok | Cancel 1

Click OK to confirm the deletion.
Click Close to exit the Configure Bell Schedules dialog box.
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Security

Security access determines who can log in to the TA100 Pro, which employees they are allowed to
manage and which areas of the program they are permitted to access.

Security is established in two steps.

1. Create the Security Levels that specify which program features are accessible.

2. Add User accounts.

Users are given a login id and password, are assigned to a Security Level, and are granted access to
select groups of employees.

You may define an unlimited number of Security Levels and Users. The number of users logged in at
one time is limited by the number of User Licenses installed.

There are four commands within the Security menu, all of which are described in the following
sections.

W wooro-TmeAmencame

File Daily Operations Repurts System Setup  Communica

.g Import ﬁ D'efme Levels...

@ Export... Who's Logged In...
é’ Utilities N Change Password...
&y Print...

Environment 4

ﬁ Login Mew User
Exit ALT+F4

Configure Security Levels

Security Levels define which areas of the program are accessible and what can be done in them.
Security Levels should be configured prior to adding Users. Examples of Security Levels are:

e Branch Managers
e Line Supervisors
e Payroll/HR
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Up to four options are available for each feature. As the function of these options is the same
for each feature, they are described once here for ease of use:

Option Defintion

View Grants read-only access to items.

Add Allows the user to add new items.

Edit Allows the user to edit existing items.
Delete Allows the user to delete existing items.

Click the File menu, Security, Define Levels. The Configure Security Levels window will open.

£

SUPERVISOR Code |MGR | Mame |Manager | [ Active
SUPERVISOR LEVEL
[ set Date and Time [ Print Lists
SUPERWISO SUPERVISOR
File Daily Operations Reports System Setup Communication
Other

Security Litilities

View Add Edit Del [Jreindex, Repair, Update [_]Purge R-files

Users |:| |:| Set Reprocess Date |:| System Backup
Define Levels [] [JFix Unassigned badges ] System Restore
Whoisin [] [Irepost from R-files

Initialize can only be done by SYSOP

1Listed
Code Mame
Show Inactives G\, | Check all | | Unchedk all

Yo || el
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The Configure Security Levels dialog box contains some general settings and several tabs, all
of which are described below.

Setting Defintion

Code This field is required. Enter a unique code (up to 10 characters) to identify
the security level. Once saved, this Code cannot be changed.

Name Enter a description of the security level in this field. The description can be
up to 30 characters long.

Active Click the Active check box to indicate that the level is currently in use.
Uncheck this box if the level is not being used at this time.

Set Date and Time | Check this box to allow the user to update the date and time of the PC.

Print Lists Click the Print Lists check box to allow the user to print all available listings
reports

Check All This option will activate all available features in the File window.

Uncheck All This option will inactivate all available features in the File window.

The File tab grants access to features under the File menu and contains the following information:
(]

Configure Security Levels
SUPERVISOR Code |MGR | Name |Manager | Active
SUPERVISOR LEVEL
[[]set Date and Time Print Lists
SUPERVISO SUPERWISOR
File Daily Operations Reports System Setup Communication
Security Utilities Cther

View Add Edit Del [Reindex, Repair, Update [ Purge R-files

Users |:| D Set Reprocess Date D System Backup
Define Levels [ ] [ Fix Unassigned badges [ ] System Restore
Whaisin [] [repost from R-files

Initialize can only be done by SYSOP

1 Listed
Code MName
Show Inactives G\_, | Chedk all | | Uncheck all

L x| | E3Cancel |
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Setting Defintion

Security This section defines the user's access rights to the File, Security menu's
features.

Users Defines the user's access rights to User Maintenance settings. The options
are View, Add, Edit and/or Delete.
For more information on User Maintenance, see Security.

Who s in Defines the user's access rights to Security Levels settings. The option is
View.

Set Date and Time | Defines the user’s access rights to the Who's In screen. The option is View.

Utilities This section defines the user's access rights to the File, Utilities menu's

features.
NOTE: Typically these are reserved for the system administrator.

Reindex, Repair,
Update

Allows the user to Repair, Reindex and Update the TA100 Pro databases. For
more information on these features, see Chapter Xlll—Repairing,
Reindexing and Updating.

Set Reprocess
Date

Allows the user to Set employees' Reprocess Date.
For more information on this feature, see Chapter Xlll—Set Reprocess Date.

Fix Unassigned
Badges

Allows the user to use the Fix Unassigned Badges utility.
For more information on this feature, see Fix Unassigned Badges.

Repost from R-files

Allows the employee to repost R-files (polled clock data) to the TA100 Pro
database.
For more information on this feature, see Repost R-Files.

Purge R-files Allows the employee to delete old R-files (polled clock data) from the TA100
Pro directory.
For more information on this feature, see Purge R-Files.

System Backup Allows the employee to Backup the TA100 Pro database.

For more information on these features, see System Backup.

System Restore

Allows the employee to Restore the TA100 Pro database from the backup.

Other

This section defines the user's access rights to the other items in the File
menu'.

Import

Allows the employee to import data from external files.

Export

Allows the employee to export data from TA100 Pro to an external file.

Print Setup

Allows the employee access to the print setup information from the File menu.
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The Daily Operations tab grants access to features under the Daily Operations menu and contains
the following information:

Configure Security Levels
SUPERVISOR Code |MGR | Mame |Manager | [ Active
SUPERVISOR LEVEL
[]5et Date and Time Print Lists
SUPERWISO SUPERMISOR
File i Daily Operations Reports System Setup Communication
View  Add Edit Delete View  Add Edit Delets
Approval Editor | Messages O
Employee [] Wages [
Details {w/o Add,Edit,Delete) Badges []
Timecard []
] approve Timecard Clocks []
Status Board []
Schedule [] Task Crganizer O
[ allow Schedule Override Benefit Accruals [
Transactions |:|
Status [ Global [] Transactions
Benefits [ [IMessages
1 Listed
Code MName
Show Inactives (;‘, | Chedk all | | Uncheck all |
| x| @cancel |

Setting Defintion

Approval Editor

Defines the user's access rights to the Approval Editor. The options are View
and Edit.
For more information on this feature, see Approval Editor.

Employee

Defines the user's access rights to the Configure Employee section. The
options are View, Add, Edit and/or Delete and will allow the user access to
employee records. If Add, Edit and Delete are turned off the Detail Tab is
also off.

For more information on this feature, see Employee Maintenance.

Details (w/o Add,
Edit, Delete)

Defines the user’s access to the Details tab of the Configure Employee
section. This is a view only feature, unless Add, Edit and Delete have been
activated in the above

(Employee) section.

Timecard

Defines the user's access rights to the Timecard tab of the Configure
Employee section. The options are View, Add, Edit and/or Delete and will
allow the user access to employee time sheet data.

For more information on this feature, see Employee Timecard

Approve
Timecard

Defines the user’'s access to approve timecards in the Timecard tab of the
Configure Employee section.
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Setting Defintion

Approval Editor Defines the user's access rights to the Schedule tab of the Configure
Employee section. The options are View, Edit, and Delete and will allow the
user access to the employee's schedule.

For more information on this feature, see Employee Schedule.

Allow Schedule Defines the user’'s access to create new shifts as a shift override on the
Override Schedule tab of the Configure Employee section.
Transactions Defines the user's access rights to the Transactions tab of the Configure

Employee section. The options are View, Add, Edit and/or Delete and will
allow the user access to employee transaction (punch) data.
For more information on this feature, see Employee Transactions.

Status Defines the user's access rights to the Status tab of the Configure Employee
section. The options are View, Add, Edit and/or Delete.
For more information on this feature, see Employee Status.

Benefits Defines the user's access rights to the Benefits tab of the Configure
Employee section. The options are View and Edit and allow the user access
to the employee's benefits entitlement information.

For more information on this feature, see Employee Benefits.

Messages Defines the user's access rights to the Messages tab of the Configure
Employee section. The options are View, Add, Edit and/or Delete.
For more information on this feature, see Employee Messages.

Wages Defines the user's access rights to the Wages tab of the Configure
Employee section. The options are View and Edit and will allow the user
access to employee pay rate information.

For more information on this feature, see Employee Wages.

Badges Defines the user's access rights to the Badges tab of the Configure
Employee section. The options are View, Add, Edit and/or Delete.
For more information on this feature, see Employee Badges.

Clocks Defines the user’s access rights to the Clocks tab of the Configure
Employee section. The options are View, Add, Edit and/or Delete.
For more information on this feature, see Employee Clocks.

Status Board Allows the user to view the Status Board screen.
For more information on this feature, see Status Board.

Task Organizer Allows the user to view the Task Organizer screen.
For more information on this feature, see Task Organizer.
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Setting Defintion

Global Allows the user access to the File, Global menu, from which he/she can

perform global functions.
For more information on this feature, see Global Commands.

Benefits Accruals Allows the user to access the File, Benefits Accruals menu. (Benefits
Accruals are an optional feature and therefore may not be available here.)
The options are View, Add, Edit and/or Delete.

For more information on this feature, see Benefits Accruals.

The Reports tab grants access to features under the Reports menu and contains the following

information:
Configure Security Levels
SUPERVISOR LEVEL Code |MGF‘. | Name ||'“'|anager | .l'-\ctive
[]5et Date and Time Print Lists
SUPERYISO SUPERVISOR
File Daily Operations Systemn Setup Communication
[Jcompany Favorites
[JPeriod Reports
['weekly Reports
paily Reparts
[JIrayroll Export
DListings
[lchange Report Location
1 Listed
Code MName
Show Inactives (;\, | Check all || Uncheck all |
| fox || @caneel |
Setting Defintion
Period Reports Grants access to the reports such as Timecards, Who's Scheduled,
Coverage, etc.
Weekly Reports Grants access to the reports such as Weekly Hours, Attendance,
Approaching Overtime, etc.
Daily Reports Grants access to the reports such as Who's in, Who's not in, Daily Hours, etc.
Payroll Export Grants access to run the Payroll Export.
Listings Grants access to the reports in the Listings category.
For more information see Listings.
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The System Setup tab grants access to features under the System Setup menu and contains the
following information:

Configure Security Levels

SUPERVISOR Code |MGR | Mame |Mar|ager | ] Active
SUPERVISOR LEVEL

[ set Date and Time Print Lists

SUPERYISO SUPERYISOR

File Daily Operations Reports Communication

View Add Edit Delete View Add Edit Delete
Main Company O Department []

Divisions [_] Job ]

Categories [ Bell Schedules []
Palicies []
shifts []
Holidays []
Groups []

1Listed

Code Name
Show Inactives (;\_. | Chedk all || Uncheck all |

| ofox || hgancel |

Setting Defintion

Main Company Defines the user's access rights to the Main Company settings. The only
option is Edit.

For more information on this feature, see Main Company

Divisions Defines the user's access rights to Divisions settings. The options are
View, Add, Edit and Delete.

For more information on this feature, see Divisions.

Categories Defines the user's access rights to Categories settings. The options are
View, Add, Edit and Delete.

For more information on this feature, see Categories.

Policies Defines the user's access rights to Policies settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see Policies.

Shifts Defines the user's access rights to Shifts settings. The options are View,
Add, Editand Delete.
For more information on this feature, see Shifts.

Holidays Defines the user's access rights to Holidays settings. The options are View,
Add, Edit and Delete.
For more information on this feature, see Holidays.

Groups Defines the user's access rights to Groups settings. The options are View,
Add, Editand Delete.
For more information on this feature, see Group
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Setting Defintion

Department Defines the user's access rights to Department settings. The options are
View, Add, Edit and Delete.

For more information on this feature, see Departments.

Job Defines the user's access rights to Job settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see Configure Jobs.

Bell Schedules Defines the user's access rights to Bell Schedule settings. The options are

View, Add, Edit and Delete.
For more information on this feature, see Bell Schedules.

The Communication tab grants access to features under the Communications menu and contains the

following information:
()

Configure Security Levels
SUPERVISOR Code |MGR | Mame |Manager |
SUPERVISOR LEVEL
[]set Date and Time Print Lists
SUPERYISO SUPERYISOR
File Daily Operations Reports System Setup
Pall Auto Process Configure
[view [ |add [ Edit [ |Delete
[ start view Add Edit Del
Change Selections Schedule []
. Start
Options []5et Date and Time
1 Listed
Code MName
Show Inactives (;:, | Check all || Unchedk all |
x| Bl |
Setting Defintion
Poll This section defines the user's access rights to Poll hardware clocks.
Start Allows the user to start the process of polling clocks.

For more information on this feature, see Polling.

Change Selections | Allows the user to manually change the times at which the clocks poll.
For more information on this feature, see Polling.

Options Allows the user to change the settings in the Poll Clock Selection dialog
box. For more information on this feature, see Polling.
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Setting Defintion

AutoProcess This section defines the user's access rights to configure Auto Processes.
For more information on this feature, see Chapter XIl—Configure an
AutoProcess.

Schedule Defines the user's access rights to Schedule AutoProcess settings. The

options are View, Add, Edit and Delete.
For more information on this feature, see Chapter XIl—Configure an

AutoProcess.

Start Allows the user to start a pre-defined AutoProcess.
For more information on this feature, see Chapter XIl—Configure an
AutoProcess.

Configure Defines the user's access rights to clock configuration settings. The options

are View, Add, Edit and Delete.
For more information on this feature, see Chapter XI—Terminal
Configuration.

Set Date and Time Allows the user to set the date and time of the clocks.

Add a Security Level

Click the File menu, Security, Define Levels. The Configure Security Level dialog box will open.
Click the Add button to add a new Security Level. The tabs will become available.

Configure Security Levels
SUPERVISOR Code || | MName | | Active
SUPERVISOR LEVEL
[ set Date and Time [ print Lists
SUPERWISO SUPERWISOR
File Daily Operations Reports System Setup Communication
Security Utilities Other
View Add Edit Del [reindex, Repair, Update [ | Purge R-files [ impart
Users |:| |:| Set Reprocess Date |:| System Backup |:| Export
Define Levels [ | [JFix Unassigned badges [ | System Restore [ Print Setup
Whaoisin [] [Jrepost from R-files
Initialize can only be done by SYSOP
1 Listed
Code Mame
Show Inactives (';‘_. | Check all | | Unchedk all
Vo
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Fill in the settings as described in the Configuring Security Levels section.
Click OK to commit the changes and close the Security Level dialog box.
Click Close to exit the Configure Security Level dialog box.

Edit a Security Level

Click the File menu, Security, Define Levels. The Configure Security Levels dialog box will open.
Highlight the Security Level you wish to edit from the list at the side of the screen.
Click the Edit button. The tabs will become available for you to edit the selected Security Level.

NOTE: You cannot edit the Codefield.
Edit the settings as described in the Configure Security Level section.

Click OK to commit the changes and return to the Configure Security Level screen.
Click Close to exit the Configure Security Level dialog box.

Delete a Security Level

Click the File menu, Security, Define Levels. The Configure Security Levels dialog box will open.
Highlight the Security Level you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

@ Are you sure you want to delete?

oK [ caneel

Click OK to confirm the deletion.
Click Close to exit the Configure Security Levels dialog box.

@OO PRO
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User Maintenance

User Maintenance defines the users that can log in to TA100 Pro, which employees they can
manage, and which areas of the program they can use. The user is given a login Id and password, is
assigned a Security Level, and granted permission to select groups of employees.

NOTE: Define Levels must be completed before adding any users.

Configure Users

Click the File menu, Security, User Maintenance. The Configure Users window will open.

H|

SYSOP U S| | Divisions | Groups
OPERATOR,SYSTEM
User
Login |SYSOP Password
Supervisor Badge [1111111111 | Active Login pass through
Name
Last [OPERATOR | First [SYSTEM |
Security Level
|SUEER‘-.'ISCR SUPERVISOR LEVEL w |

Startup

Startin Color Quality Gradient Background

Start the TA100 Pro Messenger

E-mail
éwm zerver | Cutgoing Security (if needed)
2isted E-mail Address | password l:l
Ooain @ Neme Port Mumber ] Use 551

[Ishow Inactives (D]

| s || e || Roeew || Gewe | [ [loo |

The Configure Users dialog box contains several tabs, each of which is described below. The Users
tab contains the following information;

Configure Policies

<

0oL General Holidays Overtime Differential Exceptions

Code

d [15 |2

son01/26/2020.

Yes | Mo | annoel |
T TS T
Missing OUT punch lirmit hours
Will default the work total to hours
1 Listed Maximum OUT punch link-back to next IN punch hours
@ Code () Name First change punch accrues to previous IN punch?
[Jshow Tnactives O\ Reset Swipe & Go at midnight?

1 e | Rosee | @ewe | floee |
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Setting Defintion

Login This field is required. Enter a unique Login ID for this user, upto 9
alphanumeric characters. This code will be entered into the User ID field in
the login window when this user logs in. Once saved, the Login name cannot
be changed.

When you press Tab or Enter after entering this field, the Password entry
dialog box will appear automatically.

Password This field is required. Enter a password, up to 9 alphanumeric characters, to
be used with the User ID above. Type the password again to confirm it.

Supervisor Badge Enter the badge number assigned to this user. For audit purposes, this badge
number is recorded when this user adds or edits transactions.

Active Click the Active check box to indicate that the Login ID is active. Uncheck
this box if the Login is not being used at this time.

Last Enter the last name of this User.

First Enter the first name of this User.

Security Level Select the pre-defined Security Level for this user.
For more information on setting up Security Levels, see Configure Security
Levels, page 86.

Startup This section determines the settings that apply when TA100 Pro starts up.

Start In Select the screen that should open automatically when TA100 Pro starts.

The options are Main Menu, Approval Editor, Employee (Configure
Employee, Task Organizer and Status Board.

Color Quality Select the set of icons you want displayed in TA100 Pro. The options are
High Quality and Low Quality. High Quality displays the newesticons and
Low Quality keeps the old icons.

Email Enter this user's email address. This can be used to send Auto Processed
reports to the user whenever they're ready.
NOTE: This option will only be available if you have activated the SMTP

feature.
SMTP Server Enter the SMTP server name.
Display Name Enter the display name.
E-mail Address Enter the e-mail address.

Outgoing Security Enter this information for email authentication.

User Name Enter the user name.

Password Enter the password.
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The Divisions tab specifies the Divisions to which this user can view and contains the following

information:

Configure Users

i

MANAGER
Smith,John

OPERATOR. SYSOF

Smith,John  MAMAGER

2 Listed

O Login @ Mame

[]show Inactives

®

Range List

0 Synel-Bmericas ) |

Add

Add Al

Remave

Remove All

2 AVAILABLE 0 SELECTED

| dpadd | (Veat | oelete | Gent | [ [dose |

Setting Defintion

Select

Determines what options are available in the bottom part of the screen. The
options are All, Range, and List.

Allautomatically grants access to all Divisions.

Range allows you to choose a range of Divisions for access.

Listallows you to choose individual Divisions for access.

List

When Listis selected, a list of all the Divisions in your company will appear
based on what was selected above. The list option is a ‘from —to" selection,
the ones in between are also selected.

Add/Add All

Add adds the currently selected Division to the Selected list. Add All adds all
of the Divisions to the Selected list.

Remove/Remove All

Remove removes the currently selected Division from the Selected list.
Remove All removes all of the Divisions from the Selected list.
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The Groups tab specifies the Groups which this user can view and contains the following information:

Configure Users
MANAGER Users Divisions Groups
Smith,John
SELECT ) al ORrange @it
OPERATOR. 5YSOF
SmithJohn  MAMAGER From [oo1 Time &merica, Inc. | To [ooz Time Zmerica, Inc.|w
List
, Inj ~
ooz Time BEmerica, Inc
Add all
Remave
Remave Al
2 Listed o .
Login Mame
. ~ 2 AVAILABLE 0 SELECTED
Show Inactives r;',“.
75

Setting Defintion

Select

Determines what options are available in the bottom part of the screen. The
options are All, Range, and List.

Allautomatically grants access to all Divisions.

Range allows you to choose a range of Divisions for access.

Listallows you to choose individual Divisions for access.

List

When Listis selected, a list of all the Divisions in your company will appear
based on what was selected above. The list option is a ‘from —to" selection,
the ones in between are also selected.

Add/Add All

Add adds the currently selected Division to the Selected list. Add All adds all
of the Divisions to the Selected list.

Remove/Remove All

Remove removes the currently selected Division from the Selected list.
Remove All removes all of the Divisions from the Selected list.
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Add a User

Click the File menu, Security, User Maintenance. The Configure Users dialog box will open.
Click the Add button to add a new User. The User tab will become available.

Configure Users
MANAGER Users | Divisions | Groups
Smith,John
User
OPERATOR, SYSOP togn| | Password
smihulohn - MANARER Supervisor Badge l:l b Active Login pass through
MName
st ] oms[ ]
Security Level
| SUPERVISOR SUPEZRVISOR LIVEL |
Startup
Startin Color Quality Gradient Background
[ 5tart the TA100 Pro Messenger
E-mail
SMTP server Outgoing Security (if needed)
. Digplay Name User Mame
2 Listed E-mail Address | | Password
Login Name Port Number El
Show Inactives C;\.
s

Fill in the settings as described in the Configure Users section.
Click Apply to commit the changes.

Click on the Divisions tab.

Click Apply to commit the changes.

Click on the Groups tab.

Click OK.

Click Close to exit the Configure Users dialog box.

Edit a User

Click the File menu, Security, User Maintenance. The Configure Users dialog box will open.
Highlight the User you wish to edit from the list.
Click the Edit button. The tabs will become available for you to edit.

NOTE: The Loginfield cannot be edited.

Edit the settings as described in the Configure User section.
Click OK to commit the changes and return to the Configure User screen.
Click Close to exit the Configure User dialog box.
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Delete a User

Click the File menu, Security, User Maintenance. The Configure Users dialog box will open.
Highlight the User you wish to delete from the list.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

oK CEcane

Click OK to confirm the deletion.
Click Close to exit the Configure Users dialog box.

Who's Logged In

The Who's Logged In screen displays the Login and name of all the users currently logged in to
TA100 Pro. Refresh button is also available to update the screen.

Click the File menu, Security, Who's Logged In. The Who's Logged In screen will open.
You may also print login activity by clicking Print.

5

Login Name Computer Date Time A
SYSOP |OPERATOR SYSTEM |BEN 013/30/2020 |11:40:55 |

W

g ity
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Change Password
The Change Password function changes the password of the user currently logged in.

Click the File menu, Security, Change Password. The Change Password input box will open.
Enter your old password.
Enter your new password. Type the password again to confirm it.

Benefit Accruals

Using Benefit Accruals, TA100 Pro can automatically calculate the available benefit time for your
employees. These calculations are based upon rules that can account for different benefit types
(vacation, sick, personal, etc, different accrual methods, seniority rules and other factors. Benefit
time taken is automatically subtracted from the available benefits so that balances are always
accurate.

TA100 Pro allows for an unlimited number of policies so that you can accommodate different
situations within your company. Each policy contains accumulators that specify the category
amounts and rules for earning benefits.

After the policies are created, they are assigned to the appropriate employees within the company.

NOTE: Benefit Accruals is an additional module added into TA100 Pro. If you did not purchase
Benefit Accruals, you will have Benefit Entitlement instead. See Benefit Entitlement: Configure.

There are two commands within the Benefit Accruals menu. Both are described below.

. TA100 Pro - Time America Inc.
File | Daily Operations Reports  System Setup  Communications  Help

E Approval Editor...

4B Employee...
:ﬂ Status Board...

ﬁ Task Organizer...

&) Global

Configure...

u

pdate to current...
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Configure Benefit Accruals

Click the Daily Operations menu, Benefit Accruals, Configure. The Configure Benefit Accrual window
will open.

100 General
FT HOURLY EMPLOYEES

| [ active

Code =Yl FT HOURLY EMPLOYEES,

Accumulators Categories to sum

FT HOURLY EMPLO™ 100

Posting Basis Start date Reference Date Code Mame

SICK Weekly 03/30/2020 Hire date VaC VARCATICHN

VAC Weekly 02/30/20Z0 Hire date SICK SICE - BALID
PFERS FPERSCONAL DRY
OTHR OTHER PAID TIME
NSIC SICE - HNON PAID
MTL MILITARY LEAVE
LUNCH LUNCH

JURY JURY DUTY

HOL HOLIDAY

BRV BEREAVEMENT

BRE BRELE W

b Jreqular
|:| Overtime 1

1 Listed i | | [Vedit | | $Coelete | (overtime 2

Code Name Covertime 3
Show Inactives G;‘

L Y ol |
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The Configure Benefit Accrual dialog box contains the following information:

Setting Defintion

Code This is a required field. Enter the code or number you wish to use to refer to
this Benefit Accrual policy. You may enter up to 3 characters.

Name This is a required field. Enter the name you wish to use to refer to this
Benefit Accrual policy. You may enter up to 30 characters.

Active Click the Active check box to indicate that the policy is currently in use.

Uncheck this box if the policy is not being used at this time.

Accumulators

Lists the accumulators that make up this Benefit Accrual policy.

Code

Indicates the unique number assigned to the selected accumulator.

Posting Basis

Indicates the frequency with which benefits are posted in this accumulator.

Start Date

Indicates the date on which this policy became effective.

Reference Date

Indicates the date on which the yearly benefits reset (previous balance zero
out or roll forward, and the employee starts earning a new year's benefits.)

Categories to Sum

Indicates the categories that will be considered when calculating benefits
based on hours worked and/or paid. Click the category to select it. A
checkmark displays next to categories when they are selected.

Code Displays the code for the Category.

Name Displays the name of the Category.

Regular Check this box to indicate that regular hours of the selected category(s)
should be considered when calculating benefits.

Overtime 1 Check this box to indicate that overtime hours of the selected category(s)
should be considered when calculating benefits.

Overtime 2 Check this box to indicate that overtime 2 hours of the selected category(s)
should be considered when calculating benefits.

Overtime 3 Check this box to indicate that overtime 3 hours of the selected category(s)

should be considered when calculating benefits.




Configuration

Configure Benefit Accumulators

Accumulators specify the categories that will be granted by the policy, as well as the amounts
granted and method of accrual. You can have multiple accumulators within one policy.

While adding or editing a Benefit Accrual, click the Add or Edit button in the center of the screen to
display the Accumulators dialog box.

100 General
FT HOURLY EMPLOYEES
Code (WEW T HOURLY EMPLOYEES | = Active
FT HOURLY EMPLA~ 100 )
Accumulators Categories to sum
Reference Date Code  Name

Posting Basis Start date

SICKE Weekly 03730 0 Hire date VAC VACRTION

VAC HWeekly 03/30/202Z0 Hire date SICKE SICE - PRID
DERS PERSONAL DAY
OTHR OTHER BRID TIME
WSIC SICE - NON PRID
MTL MILITARY LEAVE
LUNCH LUNCH

JURY JURY DUTY

HOL HOLIDAY

BRV BEREAVEMENT

BRE BRIRE L
v Creqular
o Covertime 1
is ;
Add Edit Delete [overtime 2
Code Name | e | | s | | *o | Covertime 3

Show Inactives )

e’

| dx || @oneel |
MI

#
Accumulator Reference Date

Posting Basis | Annually (®) Hire (O Fiscal (O Other
Start Date |03/30/2020 Mon Mon
Give | 0.00] after | 1] | months from hire date.
[ 0o not give hours if Employees status is inactive

PERS PERSONAL DAY vl

Accumulator Details
) Straight  Category hours  Minimum — Maximum — Maximum  Maximum
Year Month  One time hours calculation needed allowed CAITY over total
[u} [u} 0.00 40.000000 0.000000 0.00 0.00 0.00 5935.93 A
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The Accumulators dialog box contains the following information:

Setting Defintion

Accumulator categories that have been selected for benefit entitlement will display in
this drop-down box.

Posting Basis Select how often you want benefits to be posted.
The options are;
Weekly, Biweekly, Semimonthly, Monthly, Annually and Daily

Start Date The benefits are posted at the end of the posting period.

Reference Date Pick the date for the policy to take effect. Pick a date in the past so that the
defined rules can be met for all current employees. This date indicates the
rollover or reset date for employee benefits. The options are:

Hire: this benefit resets on the employee's individual hire date (set in
Employee Maintenance).

Fiscal: this benefit resets on the employee's individual fiscal date (set in
Employee Maintenance).

Other: this benefit resets on this date for all employees. For example,
January 1.

Give XX after X This setting enables you to grant a lump sum benefit a certain number of
Months From Hire months from the employees hire date. For example, "Give 40 hours after 6
months from hire date" to automatically give an employee a week's vacation
on his/her six-month anniversary.

Do Not Give Hours if | This setting will not grant employee hours if the employee status is
Employee Statusis |inactive.

Inactive

Accumulator This section displays the details for accumulating or accruing the category

Details selected. There can be multiple accumulator details for one category.

The Accumulator section displays the rules for details already added. To
display the entry screen for an Accumulator, click the Add button.

Year This is a required field. Enter the number of years of service after which this
rule takes effect. To have the rule startimmediately, select 0. Works in
conjunction with the months.

Month This is a required field. Enter the number of months of service after which

this rule takes effect. To have the rule start inmediately, select 0. Works in
conjunction with the years.
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Setting Defintion

One Time This setting allows you to grant a one-time benefit of this category. This field
is optional.

For example, you might want to give a

‘length of service" bonus of 40 hours on the employee's anniversary, in
addition to their regular accruals. This benefit occurs only once: it does not
recur each year.

Straight Given This setting allows you to enter a set number of hours granted at the end of
Hours (At End) the Posting Basis period (weekly, biweekly, etc.) This field is optional.

For example, to grant 8 hours of time per month, you would choose Monthly
for the Posting Basis and enter 8 in this box.

Hours from This setting allows you to enter the fraction of benefits earned for hours
Categories to worked and/or paid. TA100 Pro will calculate the number of hours paid of
Sum X the categories selected in the Categories to Sum section of the Benefit

Accrual dialog box. It will multiply the number of hours paid by the number
entered here to calculate the available benefits, as follows:
Category Hours X Factor = Accrued Benefit

Minimum Hours Enter the minimum hours required to be worked in the Posting Basis period
Needed for the employee to be eligible for any benefits accrual.

For example, this could be used to pay benefits only if the employee works
more than 30 hours per week.

Maximum Hours Enter the maximum hours that can be accumulated for this category during

Allowed the Posting Basis period. This is used to keep employees who work lots of
hours from accruing more benefits than they are entitled to.

Maximum Enter the number of hours the employee can carry forward into the next

Annual Carry benefit year (on the Reference Date). For no carry over ("use it or lose it"),

Over enter 0.

Maximum Total Enter the maximum number of hours the employee is allowed to accrue

Benefit Hours during the benefit year.

For example, this could be used to "cap” accruals at a maximum amount.
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Add a Benefit Accruals Policy

Click the Daily Operations menu, Benefit Accruals, Configure. The Configure Benefit Accrual dialog box

will open.
Click the Add button to add a new Benefit Accruals policy. The General tab will become available.

100
FT HOURLY EMPLOYEES

Code [100 | MName |FTHOURLY EMPLOYEES | B Active

FT HOURLY EMPLO™ 100 )
Categories to sum

Accumulators
Posting Basis Start date Reference Date Code  Name

I

ViC VACLTION
SICE SICE - PRID
DERS PERSONAL DAY
OTHR OTHER PRID TIME
WSIC SICE - MON PRID
MIL MILITARY LEAVE
LUMCH LUNCH

JURY JURY DUTY

HOL HOLIDLY

BRV BEREAVEMENT

BRE BREAH W
he [regular
. Covertime 1
1Listed Wi o=kt [Jovertime 2
Code Name Covertime 3
Show Inactives ]
L Yo || Bgnel |

Fill in the Code and Name fields as described in the Configuring Benefit Accruals section.
Click the Add button to display the Accumulator dialog box.

P
#
Accumulator Reference Date

Posting Basis | \Weekly (®) Hire (OFiscal (O other
VAG. . VACATION o ]
> Start Date 03/30/2020 51 |Mon Man
Give | 0.00] after |D | menths from hire date.
[[1Do not give hours if Employees status is inactive

Accumulator Details
Straight  Category hours Minimpm Maximum Maximum  Maximum
Year Month  One time hours calculation needed allowed Carry over total

W Edit Moelets
x| el |
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Fill in the settings as described in the Configure Benefit Accumulators section.

Click the Add button to display the Accumulator Details dialog box.

Fill in the Accumulator Detail settings as described in the Configure Benefit Accumulators section.
Click OK to accept the details and return to the Accumulator screen.

Repeat steps 0 through 0 for each unique accumulator details needed.

Click OK to accept the Accumulator and return to the Benefit Accruals screen.

Repeat steps 0 through 0 for each unique Accumulator (Category) needed.

Click OK to commit the changes and close the Configure Benefit Accruals dialog box.

Click Close to exit the Configure Benefit Accruals dialog box.

Accumulator Details
te

-
Accumulators

Accumulator
VAC  VACATION t% [ Fiscal (O Other
. 2020 BB Mon
Year  Month
Accumulator Details After

hum  Maximum

One time given hours pver tota

Straight given hours (at end)
Hours from categories to sum X
Minimum hours needed
Maximum hours allowed
Maximumm annual carry over
Maximum total benefit hours

x| | Qo

Year Month  One

~

L x| el |

Edit a Benefit Accruals Policy

Click the Daily Operations menu, Benefit Accruals, Configure. The Configure Benefit Accrual
dialog box will open.

Highlight the Benefit Accrual policy you wish to edit from the list at the side of the screen.
Click the Edit button. The General screen will become available for you to edit the selected
Benefit Accrual policy.

Edit the settings as described in the Configure Benefit Accruals section.

Once you are editing the Benefit Accrual, you can further edit the Accumulator and Accumulator
Details.
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To edit the Accumulator, click the Edit button in the Accumulator section in the center of the screen.
To edit the Accumulator Details, first click the Edit button on the Benefit Accrual screen, then click
the Edit button in the Accumulator screen.

Click OKas many times as necessary to commit the changes and return to the Configure Benefit
Accrual screen.

Click Close to exit the Configure Benefit Accrual dialog box.

To edit the Accumulator, click the Edit button in the Accumulator section in the center of the screen.
To edit the Accumulator Details, first click the Edit button on the Benefit Accrual screen, then click
the Edit button in the Accumulator screen.

Click OK as many times as necessary to commit the changes and return to the Configure Benefit
Accrual screen.

Click Close to exit the Configure Benefit Accrual dialog box.

Delete a Benefit Accruals Policy

Benefit Accruals that are in use cannot be deleted.

Click the Daily Operations menu, Benefit Accruals. The Configure Benefit Accruals dialog box will
open. Highlight the Benefit Accruals policy you wish to delete from the list at the side of the
screen.

Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

o o caneel ]

Click OK to confirm the deletion.
Click Close to exit the Configure Benefit Accruals dialog box.
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Update to Current

This command causes TA100 Pro to calculate all employees' benefit accruals up to the current date.

Click the Daily Operations menu, Benefit Accruals, Update to Current.
TA100 Pro will automatically update employee benefits.

TA100 rro




Optional Modules

This section reviews the optional modules that are available with TA100 Pro. This section
includes the following:

e Bell Schedules

e Benefits Accruals

e PCClock

e Third Party Terminals

PC Clock

PC Clock is an optional module that may be installed on anyone’s workstation and allows employees
to clock in and out for the day, to and from lunch, and to and from breaks from their workstation.
Employees may also use PC Clock to transfer departments and change their own passwords. PC
Clock makes it easy to gather time from thousands of users in every corner of your enterprise, either
across the building or across the country. PC Time Clock is perfect in situations where hardware
data collection systems can't be cost-justified, or where hardware time clocks don't match into
your organization's environment. For more information, see PC Clock.

Third Party Terminals

Third Party Terminals is an optional module that allows the use of Biometric Hand Readers,
ATS series clocks, and biometric fingerprint readers. For more information see, Hand Readers,

and see ATS.




Additional Employee Features

This section reviews how to use the additional Employee Feature of the PC Clock, which
is available withthe TA100Pro.

PC Clock

PC Clock is an application that allows employees to punch In and Out, punch for Lunches and
Breaks, and Transfer Departments from their PC. PC Clock offers employees access to several
useful tools in an easy to use environment. Each task employees can perform with PC Clock is
one or two mouse clicks away.

NOTE: It is recommended that a facilitator go over the information available in this chapter with
employees.

Accessing PC Clock
Click the Start menu, Programs, TA100Pro, and PC Clock

Default Settings to Use PC Clock

PC Clock - Time America, Inc.

Synel-Americas 12/11/2019 12:54:13 PM
ENTER BADGE

Function Key Definition

Enter Department
Enter Job

Out For Lunch
Cash Tips

In From Lunch
Out For Break

In From Break

Clocked In Clocked Out

@OO PRO




Additional Employee Features

The PC Clock window contains the following information:

Setting Defintion

PC Clock Screen Displays the date and time, and what information PC Clock is prompting you
for.

Function Keys Displays the number keys and the prompts that they will ask for.

“1" Key Click this key to enter the Job transfer.

“2" Key This key is undefined.

“3" Key This key is undefined.

“4" Key Click this key to punch Qut for Lunch.

“5" Key Click this key to report Cash Tips.

“6" Key Click this key to punch In from Lunch.

“T" Key Click this key to punch Out for Break.

“8" Key This key is undefined.

“9" Key Click this key to punch In from Break.

In Key Click this key to punch In.

“0" Key Click this key to enter the Department transfer.

Out Key Click this key to punch Out.

Clear Key Click this key to Clear the transaction.

Back Key Click this key to backspace one character.

Enter Key Confirms an entry.

Close Button Click this button Close PC Clock.

Default Clock In

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the In key.

Click OK to confirm transaction.

@OO PRO
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Default Clock Out

Navigate to PC Clock.

Enter Badge number. Click the
Enter key. Click the Out key.
Click OK to confirm transaction.

Default Clock Out for Lunch

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the “4" key.

Click the Enter key.

Click OK to confirm transaction.

Default Clock In from Lunch

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the “6" key.

Click OKto confirm transaction.

Default Transfer Department

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the “0" key.

Enter the Department number
Click the Enter key.

Click OK to confirm transaction.

@00 PRO




Employee Maintenance

This section covers the concepts and tasks for managing employee information. It
includes information on adding employees, editing employee information, and managing
employee schedules and assignments. It also contains links to the Timecard editing
sections of this manual.

Configure Employee

The Configure Employee window contains all information relating to your employees, including
contact, schedule, and time sheet data. All of the tabs in the window are described in this
chapter, however, some of the tabs (such as the Timecard and Transactions have additional
tasks associated with them and have been given their own sections in this manual.

There are two ways to access the Configure Employee window: by menu or by tool button. Both
methods are described below.

Click the Daily Operations menu, Employee or click the Maintenance button &% on the toolbar.
The Configure Employee window will open.

ConfigureErmpleyee

00001 Timecard Schedule Transactions Status Benefits Messages Wages Badges 1\~ Clocks Detail

SALADA, TAML 0] Date  Day Cat  Start Stop Reg OTL OT2 OT3 Unpaid Dollar  5[%]
Active

~

Hir
oo il

00002 MCGRAMOR, MICHELE
00003 KAMATS, SHAROM
00004 CHRISTEMSEM, ELIZAR
00005 BORTZ, AUTUMM

v
. 3
[Auto Processing] | Show Schedule | | Forecasting Approve Pay Periods back @Q

From 12/16/2019 to12/29/2019

12/16/2018 1271772019 12/15/2018 12192019 12/00/2019  12/21/2019  12/22/3018 | Tetals
0.00 000 o] 000 0.00 000 000
0.00 o.00 oo 0.00 0.00 0.00 o.00
0.00 a.00 a.00 o.00 0.00 .00 a.00
0.00 .00 oo 000 0.00 000 .00
0.00 o.00 oo 0.00 0.00 0.00 o.00
5 Listed 0.00 a.00 o0 .00 0.00 .00 a.00
r;:::el;acger:ame )| | ®@Reprocess | | eaddTrans | | Edit/addstart | | EdtfaddStop | | MultpleMic. | | FromScheduk | | §fDelete |

@en || fowe |
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Employee List

The Employee List window contains a list of the employees in the database.
Sorting options are also available as described below:

00001
SALADA, TAMI
Active IE'
WPrior \.
00001 SALADA, TAMI o

00002 MCGRANDR, M(CHELE [ishow
00002 KAMATS, SHARD )
00004 CHRISTENSEN, ELIDXE [ show Group Selection
00005 BORTZ. AUTUMN [ Show Salary Selection
[ show Fulltime Selection

[ show Permanent Selection

Find Employee
SEARCH BY
(®) Code () Last name () Badge
[ | | | | |
5 Listed | fQK | | ggance{ |
(® Number () Name —
Show Inactives (,’ /

Setting Defintion

Selected Employee |Displays the employee name and number of the selected employee.

Filters E Show Division Selection: Select a Division to only view employees assigned
to that Division
Show Group Selection: Select a Group to only view employees assigned to

that Group.

Show Salary Selection: Select ALL, YES or NO to view employees assigned
to that option.

Show Fulltime Selection: Select ALL, YES or NO to view employees assigned
to that option.

Show Permanent Selection: Select ALL, YES or NO to view employees
assigned to that option.

Previous button Press this button to go to an individual who is previous on the list.

Find button Press this button to search for a name by code, last name or badge number.
Enter in the appropriate name, code or badge number when the dialog box
appears.

Next button Press this button to go to an individual who is next on the list.

Number Select this option to have the employees sort by employee number.

Name Select this option to have the employees sort by employee name.

Show Inactives Select this option to have inactive employees viewable in the Employee List
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Employee Timecard (Description) Tab

The Timecard tab displays the employee's timesheet information.
NOTE: Tasks associated with the Timecard, such as editing and adding punches, are covered in
their own chapter. See Timecard and Transaction Maintenance

Navigate to the Configure Employee window.
When you first enter the Configure Employee window, the Timecard tab is selected automatically
and contains the following information;

00001 Timecard Schedule Transactions Status Benefits Messages Wages Badges [1'4  Clocks Detail
SALADA,TAMI 0] Date  Day Cat  Start Stop Reg ©OT1 OT2 OT3 Unpad Dolar 5%

#Frior

000 . Tkl

00002 MCGRAMOR, MICHELE
00003 KAMATS, SHARON
00004 CHRISTEMSEM, ELIZAB
00005 BORTZ, AUTURMN

L
L
[Auto Processing] (Show Schedule || Forecasting | [ Approve | payperodsback [0 |5 &

From 12/16/2019 to 12/29/2019

127162018 12/17/2019 12/18/2019 12/19/2019 1272072008 12/21/2019 _12/22/2019 | Totals
0.0 0.00 000 0.00 0.0 000 000 000
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.0 0.00
5 Listed 0.00 0.00 0.00 0.00 0.00 0.0 0.00
%:ﬁ::i;acggame )| | ®Reprocess | | daddTrans | | EditfAddStart | | EditfAddStop | | MutpleMsc. | | FromSchedue | | §Qpelete |

| &]En’nt ||_ﬂgox |
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Setting Defintion

Attendance Code This field is notlabeled. It displays a code to indicate an exception regarding
the entry. The options are:

A: Indicates a system-generated absence. This entry will display in Red.

M: Indicates a missing punch. This entry will display in purple.

I: Indicates a work period In Progress. This entry will display in green.

D: Indicates a default work entry was added when the employee missed a
punch (as defined in the Policy associated with this employee.)

F: Indicates that the entry was created when TA100 Pro forecasted the
employee's hours. Time forecasting will display future time transactions
(based on the employee’s current schedule) on screen and in reports.

S: Indicates TA100 Pro has automatically created a Holiday entry. This entry
will display in black.

Date Displays the date of the entry.
Day Displays a three-character code for the day of the week of the entry.
Cat Displays the category associated with the entry (i.e., Work, Lunch, Break,

Vacation, Sick, Absent, etc.)

Start Displays the start time of the entry (i.e., the time at which the employee
clocked in for the day, started lunch, etc.). If you double click on the start
header text timecard will display rounded times.

Stop Displays the stop time of the entry (i.e., the time at which the employee
clocked out for the day, ended lunch, etc.). If you double click on the stop
header text timecard will display rounded times.

Department By default, this field displays the Department the employee worked in. By
clicking the Department button in the field header, you can choose to
display the Job (if applicable). Each time you click the button; it will toggle
back and forth between the Department and Job.

Reg. Displays the number of hours at straight time the employee will be paid for
this entry. This number is calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break policies defined in the Shift
Group assigned to this employee.

om Displays the number of hours at 0T1 the employee will be paid for this entry,
if any. This number is calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules defined in the Shift Group
assigned to this employee, as well as the Overtime rules defined in the Policy
assigned to this employee.
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Setting Defintion

0T2

Displays the number of hours at 0T2 the employee will be paid for this entry,
if any. This number is calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules defined in the Shift Group
assigned to this employee, as well as the Overtime rules defined in the
Policy assigned to this employee.

0T3

Displays the number of hours at 0T3 the employee will be paid for this entry,
if any. This number is calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules defined in the Shift Group
assigned to this employee, as well as the Overtime rules defined in the
Policy assigned to this employee.

Unpaid

Displays the number of unpaid hours for this entry, if any. Unpaid lunches
and breaks will be reflected in this column, if appropriate.

Dollars

Displays the amount earned for this entry.

S

Displays a dot if a Supervisor has gone in to edit the punch.

Auto Processing

Check this box to automatically process time transactions whenever they
are added or edited. Processing posts new and changed transactions to the
database and allows them to be displayed on all reports. If this box is clear,
you must click the Reprocess button each time you want to update employee
transactions.

Approve /
Unapprove Button

Depress this button to approve or unapprove the selected pay period for the
selected employee.

Show Schedule Check this box to display the employee’s scheduled start and stop times on
screen. This can be used to help with editing when there is an absence or
missing punch.

Forecasting Check this box to generate projected time transactions. Time forecasting
will display future time transactions (based on the employee’s current
schedule) on screen and in reports.

Pay Periods Click the scroll arrow and choose the number of pay periods prior to the

Back current one you wish to view.

NOTE: Although you may view prior pay periods, only editable pay periods
may be changed. This is determined by the Number of Editable Pay Periods
in Configure Main Company dialog box, and the Block Prior Pay Periods
setting for the current user.
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Setting Defintion

Pay Period Displays the starting date and the ending date of the currently selected pay
period.

Key Displays the attendance codes which show in the first column.

Displays Totals for | Displays totals for each day in the pay period.

Each Dayin

Selected Week

Totals The Totals column displays the totals for the currently selected pay period.

Reprocess Click this button to update employee transactions. Processing posts new
and changed transactions to the database and allows them to be displayed
on all reports.

NOTE: If Auto Processing is checked, you will not need to use this button
each time a transaction is changed.

Add Trans Click this button to add a transaction (punch) for the employee. For more
information on this feature, see Adding and Editing Transactions

Edit/Add Start Click this button to add or edit a Starting transaction (such as a Clock In for
day or Start Lunch) for the employee. For more information on this feature,
see Edit/Add Start.

Edit/Add Stop Click this button to add or edit an Ending transaction (such as a Clock Out for
day or End Lunch) for the employee. For more information on this feature,
see Edit/Add Stop.

Multiple Misc. Click this button to add multiple or duplicated Miscellaneous transactions.
This can be used to enter a vacation that lasts several days, etc. For more
information on this feature, see Multiple Miscellaneous.

From Schedule Click this button to auto-fill a work day based on the employee's schedule.
For more information on this feature, see From Schedule.

Delete Click this button to delete a transaction. For more information on this
feature, see Delete a Transaction.
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Employee Schedule Tab

The Schedule tab displays and allows you to edit the employee's schedule.

NOTE: Employees are not required to have a specific schedule, but without a schedule the
following items will not work in the system:

¢ Rounding Rules
e Automatic Lunch and Break Deductions
e Exceptions

Configure Employee Schedules

Navigate to the Configure Employee window. See Configure Employee.
Click the Schedule tab to select. The tab contains the following information:

o

00001 Timecard Schedule | Transactions Status Benefits Messages Wages Badges [1\4 Clocks Detail

SALADA, TAMI

Active E' 2019 Sunday Monday Tuesday |Wednesday | Thursday Friday Saturday ||E
Werior Find Next# December & El 10 i1 12 13 14
0000 B shift | 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600
00002 MCGRAMOR, MICHELE Department i 1 1 1 1 1 1

00003 KAMATS, SHARDN Job NONE NONE NONE NONE NONE NONE NONE

00004 EHRISTENSEN, ELIZAB Work /| Work 8.00 [/ Work 8.00 |7 Work 8.00 [/ Work 8.00 |7 Weork 8.00 Work

00005 BORTZ, AUTUMN
Override | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00

15} 16 17 13 19 20 21
0700-1600 : 0700-1600 & 0700-1600 | 07001600 | 0700-1600 | 0700-1600 | 0700-1600
1 : 1 1 1 1 1 1
Ed&]E”E'E NOME |  NONE NONE NOME NONE NONE NONE
= [ Jwork [ work 8.00 Bwork 8.00 [Awork 8.00 [Awerk 8.00 work 8.00 [Jwork
| 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 0D:00-00:00 | 00:00-00:00 | 00:00-00:00
| 22 23 24 25 6 27 )
| shift | 0700-1600 | 0700-1600 | 0700-1600 | O700-1600 | O700-1600 | 0700-1600 | 0700-1600
Department 1 1 1 1 1 1 1
Job | NONE NONE NONE NOME NONE NONE NONE
Work 7| Work 8.00 |7 Work 8.00 [/ Work 8.00 [7]Work 8.00 |7 Work 8.00 [ ] Work

Override | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:0Q | 00:00-00:00 | 00:00-00:00 | 00:00-00:00

[+

[use as a template

[Jupdate Back 11/18/2018 [EH¥| Sun [Jupdate Forward 03/07/2020 |EE| sat

The system will automatically update schedules {use check boxes above for manual update)

isted
5—I:Eember () Name | @Co@y | I;@R_mzte | |I"_Utple Misc. | | xDe‘e‘f | 'ﬂppl\r .gancel

[ show Inactives C_’x‘
iprint [l Close

@00 PRO
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Setting Defintion

Calendar The calendar will display three weeks at a time. The currently selected
week will display in white, the previous and following week display in
yellow. The current week will also have a field where you can edit the entire
week. For more information on this feature, see the Edit Entire Week
section.

The Schedule calendar can display either work Shift information, or Job
Costing information (which Job, Step, Operation, and Task the employee is
scheduled to work). You can switch back and forth easily. For more
information on this feature, see the Schedule Details section.

Date Displays the date.

Shift Displays the Shift selected for that particular day.
NOTE: Before a shift is assigned the system will default the shift assignment
to a floater shift.

Department Displays the Department number for that particular day.

Job Displays the Job number for that particular day.

Work Check this box to indicates whether or not the employee is scheduled to
work that day, and how many paid hours are forecasted.

Override Enter the start and stop schedule change time for rounding rule purposes
only.

Template Check this box to make this employee's schedule a template. This will

enable you to copy this employee's schedule for other employees. For more
information on this feature, see Create an Employee Schedule Template.

Update Back Check this box to update previous weeks' schedule data. Also enter the date
to which you wish to update. For more information on this feature, see
Assign or Edit an Employee Schedule.
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Setting Defintion

Update Forward Check this box to update following weeks' schedule data. Also enter the
date to which you wish to update. For more information on this feature,
see Assign or Edit an Employee Schedule.

Copy Button Check this box to update following weeks' schedule data. Also enter the
date to which you wish to update. For more information on this feature,
see Assign or Edit an Employee Schedule.

Rotate Button Click this button define a rotating schedule for this employee. For more
information on this feature, see Create a Rotating Schedule.

Multiple Click this button to add multiple or duplicated Miscellaneous transactions.

Misc. Button This can be used to enter a vacation that lasts several days, see Multiple

Miscellaneous.

Delete This option opens the Delete Assignments screen. Here you can remove
assignments, All Before a Date or All After a Date.

Assign or Edit an Employee Schedule

The processes for assigning a schedule for the first time and for editing the schedule assignment
are the same. As part of this process, you will select a Shift, Department, Job, Step, Operation, and
Task (as appropriate) for the employee.

Navigate to the Schedule tab of the Configure Employee window. See Configure Employee
Schedules.

Navigate to the week you wish the schedule to start by using the scroll bar on the right side of the
screen.




Employee Maintenance

Click Edit Entire Week and/or Shift area on Sunday of the selected week.
|

o

00001 Timecard Schedule  Transactions Status Benefits Messages Wages Badges 1'% Clocks Detai
SALADA, TAMI
Active E' 2019 Sunday Monday Tuesday |Wednesday | Thursday Friday Saturday |E
Werior Find Next # December 3 9 10 11 12 13 14
i Shift | 0700-1600 | 0700-1600 | 0700-1600 | 0700-1600 | O700-1600 | O700-1600 | O700-1600
00002 MCGRANOR, MICHELE Department 1 1 1 1 1 1 1
00003 KAMATS. SHARON Job | NONE NONE NONE NONE NONE NONE NONE
gggg; gg:l'rsz.r;rilsTEUNhirEleqB Work 7| Work 8.00 |[.7] Work 8.00 |7 Werk 8.00 |7 Work 8.00 |7 Work 8.00 Work
’ Override | 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 | 00:00-00:00
1 15 17 18 19 20 21
0700-1600 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600
1 1 1 1 1 1 1
Ed{LE”E'E NONE NONE NONE NONE NONE NONE NONE
el
[ Jwork [ work 8.00 [Awork 8.00 [Awerk 8.00 [ work 8.00 Awork 8.00 [Jwork
| /v 00:00-00:00 | 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 | 00:00-00:00
//
| 22 23 24 25 3 27 ]
| 0700-1500 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600 0700-1600
Department 1 1 1 1 1 1 1
/ Job MNOME MNOME MNOME MNOME MNOME MNOME MNOME
Edit Entire Week 1 Work 7| Work 8.00 |7 Work 8.00 7] Work 8.00 [7Work 8.00 [ Work 8.00 [ Wark
Override | 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 | 00:00-00:00
Shlft area [use as a template
[ update Back 11/18/2018 B8] sun [Jupdate Forward 03/07/2020 || sat
The system will automatically update schedules (use check boxes above for manual update)
5 Listed -
®Number () Name . | @Cogy | @R—m‘f | | Muitiple Misc. | | xDe'e‘f | VEPP'Y . Cancel
[ show Inactives C_’/'
| et || [dose |

If you clicked Edit Entire Week, the Schedules Detail for the Week dialog box will open.
If you clicked in the Shift area, the Schedule Details dialog box will open.

Sunday
shift

[
Ji

Wednesday Thursday Friday Saturday
shift shift shift shift
o1 1 [of | [eor 1 [oor 1 o] | [eer 1 ]

Start - Stop time  00:00-00:00

\ \ \ \ 00:00 06:00 12:00 18:00 24:00

= = = = = | ‘IIIII\HIII|HIIIIHIII|\HIIIIHIIlIHIIIIIHIl
Start - Stop time Start - Stop time Start - Stop time Start - Stop time Start - Stop time Start - Stop time Start - Stop time J
00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 00:00-00:00 Department
Cwork A work 8.00 | [#work 8.00 | [ work 8.00 | [ work .00 | [#work 5.00 | [Jwork | 1 Customer Service
Department Department Department Department Department Department Department I
1 Custcm 1 Custcm 1 Custcm 1 Custcm 1 Custcm 1 Custcm 1 Custcm |NON3 |
Job Job Job Job Job Job Job

[vorze [ | [wows

0wz

[wore [ | [vove [ | [wor [ | [wowz

| [Jupdate the rest of this week

RZEIRN | Y || Qone |

TA100 rro




Employee Maintenance

Highlight from the settings as appropriate:

Setting Defintion

Shift Select a pre-defined Shift for this employee.

Start/Stop Enter the start and stop schedule change time for rounding rule purposes
Override only.

Graphic Use the graphic timeline to define the start and stop schedule change time
Override for rounding rule purposes only.

Work Check this box to indicate whether or not the employee is scheduled to work

that day, and how many paid hours are forecasted.

Department Select a pre-defined Department for this employee. (Optional)

Job Select a pre-defined Job for this employee. (Optional)

Update Rest of Check this box to update the rest of the current week with these settings.
Week (Recommended)

Click OK to commit the changes and return to the Schedule screen. The Shift and Department
information selected will display.

NOTE: TA100 Pro automatically keeps the schedule current for three months into the future, so you
needn't update manually unless you are making a change that should apply to dates that have
already been updated.

Check the Work box of each day of the week the employee is scheduled to work.

If you are editing the schedule and wish these changes to apply into the future, click the Update
Forward box or Update Back box.

Click Apply to save the changes and update Forward (if selected for editing).

@OO PRO
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Delete a Schedule

Navigate to the Schedule tab of the Configure Employee window. See Configure Employee
Schedules.

Click the Delete button. You will be prompted:

w

(@Al Before Date!  (O) All After Date

Date 03/07/2020 Sat

L x| | Qe

Fill in the settings as appropriate:

Setting Defintion

All Before Date Select this option to delete schedules leading up to a certain date.
All After Date Select this option to delete schedules occurring after a certain date.
Date Enter the date to consider when deleting the schedules.
Click OK. You will be prompted again:

} WARNING

Delete wil remove all assignments for this Employee
that are less than 03/07/2020.

| oK | | cancel

Click OK to confirm the deletion.
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Create a Rotating Schedule

Rotating schedules allow you to accommodate employees who work schedules that have a
pattern other than a weekly cycle. You can specify the number of days in the rotation and what
time period the rotation begins.

Rotating Schedule Example
Jane Doe works every other Saturday. She happens to work this coming Saturday, and will be off
the next Saturday.

To configure this you would modify her schedule so that Work is checked for this Saturday, but not
the next Saturday. The Start Date for the Rotation would be the beginning of the current week, and
the number of days in the cycle would be 14.

Navigate to the Schedule tab of the Configure Employee window. See Configure Employee
Schedlules.
Click the Rotate button. The Apply Rotating Schedule dialog box will open.

Apply a Rotating Schedule to 00001 SALADA, TAMI

@

[ Activate a rotating schedule:
DEFINE ROTATION

Start date | 12/10/2019 Tue
Days in rotation

APPLY ROTATION

Start date | 12/17/2019 Tue

[Jindude Job Costinformation

L Y || @ |
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Fill in the settings as appropriate:

Setting Defintion

Activate a Rotating | Check this box to enable a rotating schedule for the selected employee.
Schedule for This TIP: You can "remove" a rotating schedule that has already been set simply
Employee by un-checking this box.

Define Rotation These settings define the pattern for rotation

Start Date Enter the date TA100 Pro should start with to determine the rotation pattern.
Days in Rotation Enter the number of days in the rotation pattern.

Apply Rotation These settings determine when the rotating schedule will take effect.

Start Date Enter the date on which the rotating schedule should take effect.

Click OK to commit the changes and return to the Schedule screen.

Create an Employee Schedule Template

An employee's schedule can be saved as template so that it can be copied to other employees. This
is a convenient way of duplicating an unusual work pattern or rotation so that you don't have to
reinvent the wheel each time.

NOTE: However, any changes that are made to the schedule that was copied will apply to all
schedules that are base on that template.

The Copy Schedule feature allows you to copy a previously defined Template. This step is the first
step in copying a schedule.

Navigate to the Schedule tab of the Configure Employee window. See Configure Employee

Schedules.
Check the Template box. The Define Template dialog box will open.

Define Template

[ Use Employee 00001 as a template

Template Name |
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Check the Use Employee as template box.

Enter a name for this template. Try to make it as descriptive as possible and avoid using employee
names, as it may be difficult to remember what type of schedule the employee has.

Click OKto commit the changes and return to the Schedule screen.

Copy an Employee Schedule Template

The Copy Schedule feature allows you to copy a previously defined Employee Schedule Template.
See Create an Employee Schedule Template.

Navigate to the Schedule tab of the Configure Employee window. See Configure Employee
Schedules.

Click the Copy button. The Schedule Copy Details dialog box will open.

Schedule Copy Details
COPY SCHEDULE FROM Employee 00005
Code Template MName

L
WHAT TO COPY
shift Info Job
Work
Department
DEFIME COPY
Copy from selected Employee (®) Copy forever
starting or |12/17/2019 Tue  Ostoppingon [13/17/2019 B8] Tue
Copy to selected Employee (C)startingon  hire date

(@ startingon | 12/17/2019 Tue

L x| | el
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Fill in the settings as appropriate:

Setting Defintion

Code

Displays the code of the available Template.

Template Name

Displays the name of the available Template.

Display Click this button to display the details of the selected Template.
What to Copy These settings define what will be copied.

Shift Info Check this box to copy scheduled starting and stopping times.
Work Check this box to copy which days are selected for Work.
Department Check this box to copy the Department assignments.

Job Check this box to copy the Job assignments.

Define Copy These settings define when the template will be copied.

Copy From These settings define the date range that will be copied from.
Starting On Enter the date from which you wish to copy forward.

Copy Forever

Select this option to copy the selected template from the Starting on point
forward forever.

Stop On Select the option to copy only up to a certain date. Enter the date in the
space provided.

Copy To These settings define the date range that will be copied to.

Starting on Select this option to "paste” the copied schedule starting from the

Hire Date employee's hire date forward.

Starting on Select this option to "paste” the copied schedule from a user-defined date

Date forward. Enter the date in the space provided.

Click OK to commit the changes and return to the Schedule screen.
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Employee Transactions Tab

The Transaction tab displays the individual punches for the employee
NOTE: Tasks associated with the Transactions tab, such as editing and adding punches, are
covered in their own section. See Timecardand Transaction Maintenance.

Description

Navigate to the Configure Employee window. See Configure Employee.
Click the Transactions tab to display the following information:

RE

00001 Messages Wages Badges [1'4 Clocks Detail
SALADA, TAML
Active |E| Clock Badge
Mon 12/02/2015 07 oo * ]
WKFrior Mon 1270272015 1€:00:00 & CLOCEED OUT 001
! Tue 1270372019 07:00:00  * CLOCKED IN 001
anaonz . MICHELE Tue 12/03/201% 1€:00:00 & CLOCEED OUT 0ol
00003 KAMATS, SHARON Wed 1270472015 07:00:00  * CLOCKED IN 0ol
00004 CHRISTEMSEM, ELIZAR Wed 12/04/201% 1€:00:00 & CLOCEED OUT 0ol
00005 BORTZ, AUTUMN Thu 12/05/2015 07:00:00 * CLOCEED IN 001
Thu 12/05/2019 1€:00:00 & CLOCKED OUT 001
Fri 12/06€/201% 07:00:00 * CLOCKED IN 0ol
Fri 12/06/201% l€:00:00 % CLOCKED OUT ool
Mon 12/05/201% 07:00:00  * CLOCKED IN 001
Mon 12/09/201% 1€:00:00 & CLOCKED OUT 001
Tue 12/10/201% 07:00:00  * CLOCKED IN 0ol
Tue 1271072015 1€:00:00 & CLOCKED OUT ool
Wed 12/11/2015 07:00:00  * CLOCKED IN ool
Wed 1271172015 1€:00:00 & CLOCKED OUT 001
Thu 12/12/201% 07:00:00  * CLOCKED IN 001
Thu 1271272019 1€:00:00 & CLOCKED OUT 0ol
W

December 2019 e

SUPERVISOR PROMPT INPUT
Badge 1111111111 CLOCKED IN
Name OPERATOR,5YSTEM
Date 12/17/2019
Time 11;41:16

5 Listed

®number () Name - | +5dd | | B’Edt | | xgelete |

[ show Inactives C’:‘

&t | | [dese |

@00 PRO
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Setting Defintion

Day Displays the day of the transaction.

Date Displays the date of the transaction.

Time Displays the actual time of the transaction.

Key Displays the time clock function key pressed to generate the transaction.
(i.e., * for Clock In for day, etc.)

Prompt Displays the function prompt for the transaction.

Clock Displays the number of the clock at which the transaction was recorded.

Badge Displays the employee's badge number used for this transaction.

NOTE: No clock number will display if the transaction was entered by a
supervisor through the TA100 Pro software.

Supervisor This field shows audit trail information, and displays the name and
number of the supervisor who edited this transaction, if any. .

Prompt Displays the function prompt for the transaction.

Input Displays any additional data entered with the transaction, such as a

Department number, the number of pieces produced, etc.

Add/Edit/Delete For more information on adding, editing and deleting transactions, see
Adding and Editing Transactions, and Deleting Transactions.
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Employee Status Tab

The Status tab displays the employee's current work status with the company

Configure Employee Status

Navigate to the Configure Employee window. See Configure Employee.
Click the Status tab to display the following information:

00001 Timecard Schedule Transactions SGtUS Benefits Messages WWages Badges 1'% Clocks Detail
SALADA,TAMI STATUS
Active lE

Date Polides Active Fulltime Permanent
F15/2018 001 YES YES YES

i
00001 SALADS, TAMI

00002 MCGRAMOR, MICHELE
00003 KAMATS, SHARON
00004 CHRISTEMSEM, ELIZAB
00ans BORTZ, AJTUMN

5 Listed

St ™ ® [Copasr | [ e | [ 96odes |
[ et | [ Fdose

Setting Defintion

Date Enter the effective date of the status.

Policies Select the Policy to be assigned to this employee.

Active Select whether the employee is Active or Inactive as of the effective date.

Fulltime Select whether the employee is Full Time or Part Time as of the effective
date

Permanent Select whether the employee is a Permanent or Temporary employee as of
the effective date.
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Add Employee Status

When an employee changes Status, it is recommended that you add a new Status entry rather
than editing the existing Status. This enables you to keep a history of Status changes throughout
the employee's work history.

Navigate to the Status tab of the Configure Employee window.

Click the Add button to add a new Status. The Status Maintenance dialog box will open:

/1
Status Maintenance

=l 12172019 Tue

Status

(®) Active (®) Full Time (®) Permanent

O Inactive O Part Time O Temparary

Palicies

| 001 STANDARD PAY RULES |
L x| | Gl |

Fill in the settings as appropriate:

Setting Defintion

Date Enter the date that this Status change becomes effective.

Active/Inactive Choose whether the employee is Active or Inactive as of the selected date.
Active indicates that the employee is currently working for the company.
Inactive indicates that the employee is not currently working for the
company, perhaps because of a leave of absence or termination.

Full Time/Part Choose whether the employee is Full Time or Part Time as of the selected
Time date.

Permanent/ Choose whether the employee is Permanent or Temporary as of the selected
Temporary date.

Policies Select the Policy that will apply to this employee as of the effective date.

Click OK to commit the changes and return to the Status screen. The new Status will be added to the
list.
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Edit Employee Status

If you choose to edit the Employee's Status, the changes will be retroactive to the effective date
of the original status entry. Because of this, when an employee changes Status, it is
recommended that you add a new Status entry rather than editing the existing Status. This
enables you to keep a history of Status changes throughout the employee's work history.

Navigate to the Status tab of the Configure Employee window. See Configure Employee Status.
Highlight the Status entry you wish to edit.

Click the Edit button. The Status Maintenance screen will become available for you to edit.
Edit the settings as described in the Add Employee Status section.

Click OK to commit the changes and return to the Status screen.

Delete Employee Status

You may wish to delete a Status entry that has been added in error. One Status entry must
always exist, thus you will not be able to delete if there is only one Status entry.

Navigate to the Status tab of the Configure Employee window. See Configure Employee Status
Highlight the Status you wish to delete.
Click the Delete button. You will be prompted:

@ Are you sure you want to delete?

L oo el

Click OK to confirm the deletion and return to the Status screen.
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Employee Benefits Tab

The Benefits tab reflects the selected employee's current benefit balances. The information and
options on this tab will be slightly different if you have purchased Benefit Accruals than with
Benefit Entitlement. Both options are described below: Benefit Entitlement is first, followed by
BenefitAccruals.

Benefit Entitlement: Configure

Navigate to the Configure Employee window. See Configure Employee.
Click the Benefits tab to display the following information:

00001
SALADA, TAMI
Active

! Messages Wages Badges 'A% Clocks Detail

El Fiscal Date 11/19/2019 Benefit Hire Date 11/19/2018 394 Days of Service

LI
000071 SALADA, TAM

00002 MCGRAMOR, MICHELE
00003 KaMATS, SHARON
00004 CHRISTEMSEM, ELIZAB
00005 BORTZ, AUTUMM

Code Description Given Taken
DERS ERSONAL DRY 0.00 0.00 0.00 0.00 0
SICE SICK - DRID 0.00 0.00 0.00 0.00 0
VAC VACATION 0.00 0.00 0.00 0.00 a

Pending Left Count

5 Listed

e ™
| &t || e |

Setting Defintion

Fiscal Date Displays the employee's Fiscal Date (set on the Detail tab), for information
purposes.

Hire Date Displays the employee's Hire Date (set on the Detail tab), for information
purposes.

Days of Service Displays the number of Days of Service the employee has, for information
purposes.

Code Displays the category code of the benefit (i.e., VAC, SICK, etc.).

Description Displays the category name of the benefit (i.e., Vacation, Sick, etc.)
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Setting Defintion

Given Displays the number of hours the employee has been granted through
Benefit Entitlement.

Taken Displays the number of hours of the benefit the employee has already taken.
This number is calculated from the Miscellaneous entries on the employee's
time card.

Pending Displays the number of hours of the benefit the employee will take in the

future (within the current pay period).

Left Displays the number of hours left. This is calculated by subtracting the
Taken and Pending amounts from the Allowed, as follows:
Left = Given - (Taken + Pending)

Count Displays the number of individual days on which the benefit time was taken
or is pending.

Details Click this button to display the individual entitlement transactions for this
employee.

Benefit Entitlement: Employee Benefit Details

Navigate to the Benefits tab of the Configure Employee window.
Highlight the benefit Category you wish to view.
Click the Details button. The Benefit Details screen for the selected Category will open.

Benefit Details for VAC

Thu 11/Z3 15:0% 5.00 o VAC

Wed 11/27/201% 07:15:0% 5.00 o VAC
Tue 11/Z&€/2019 07:15:0%9 8.00 Ho VaC
Mon 11/Z5/201% 07:15:0% 8.00 Ho VaC

[ ook | | x| @ |
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The Benefit Details dialog box contains the following information:

Setting Defintion

Day Displays the day on which the time was taken.
Date Displays the date on which the time was taken.
Time Displays the time at which the time was taken.
Amount Displays the number of hours taken.
Category Displays the category of time taken.

Benefit Entitlement: Grant Benefit Time

With Benefit Entitlement, you manually enter the amount of hours given for each Benefit Category.
This is a one-time entry.

Navigate to the Benefits tab of the Configure Employee window.
Highlight the benefit Category you wish to grant.
Click the Details button. The Benefit Details screen for the selected Category will open.

Benefit Details for PERS

Amount  Archived Category

Ll

Moeee | | Sk || Qo |

Enter the amount of time you wish to grant in the Amount Allowed box.
Click OK to commit the change and return to the Benefits screen.
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Benefit Entitlement: Delete a Detail

Navigate to the Benefits tab of the Configure Employee window.
Click the Details button. The Benefit Details screen will display.
Highlight the item you wish to delete.

Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

ok | [

Click OK to confirm the deletion.
Click OK to confirm the Archive message.
Click Close to return to the Benefits screen.

Benefit Accruals: Configure

Navigate to the Configure Employee window. See Configure Employee.
Click the Benefits tab to display the following information:

00001 Timecard Schedule Transactions Status Benefits Messages Wages Badges 1/\4 Clocks Detal
SALADA, TAMI
Active El Fiscal Date 11/19/2015 Benefit Hire Date 11/19/2015 1490 Days of Service
SiPrior Code Description Given Taken Pending Left Count  Carry date

00001 SALADA, TaMI DERS DERSONAL DAY 4000 0.00 0.00 40.00 i) /1972019
00002 MOGRANOR. MICHELE SICE SICK - PAID €s.00 0.00 ©0.00  €3.00 0 11/18/2013
ggggﬁ EﬂEET[SESgS?DETIZAB VAC  VACATICN S0.00  40.00 0.0 50.00 s  11/18/201%
00005 BORTZ, AUTUMM

W
5 Listed
@ Number () Name . ﬁgpdate Details
[+ Show Inactives ®

| &Erint | H Close |
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Setting Defintion

Fiscal Date Displays the employee's Fiscal Date (set on the Detail tab), for information
purposes.

Hire Date Displays the employee's Hire Date (set on the Detail tab), for information
purposes.

Days of Service Displays the number of Days of Service the employee has, for information
purposes.

Code Displays the category code of the benefit (i.e., VAC, SICK, etc.).

Description Displays the category name of the benefit (i.e., Vacation, Sick, etc.)

Given Displays the number of hours the employee has either been granted or

earned. This number is based on the Benefit Accrualsettings (if applicable)
or can be manually edited to grant Benefit Entitlement.

Taken Displays the number of hours of the benefit the employee has already taken.
This number is calculated from the Miscellaneous entries on the employee's
time card.

Pending Displays the number of hours of the benefit the employee will take in the

future (within the current pay period).

Left Displays the number of hours left. This is calculated by subtracting the
Takenand Pendingamounts from the Given, as follows:
Left = Given - (Taken + Pending)

Count Displays the number of individual days on which the benefit time was taken
or is pending.

Carry Date Displays the date on which the benefits will roll over, also known as the
Reference Dateor Reset Date.

Update Click this button to update the benefit calculations to the current day for this
employee

Details Click this button to display the individual accrual or entitlement

transactions for this employee. For more information, see Benefit Accruals.
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Benefit Accruals: Update Employee Benefits

TA100 Pro will automatically update employee benefit accruals to the current day. However, if you
make a change the Benefit Accrual rule assigned to the employee, or change the settings of the
rule, you may wish to "force" TA100 Pro to update.

Navigate to the Benefits tab of the Configure Employee window. See Benefit Accruals: Configure.
Click the Update button. This employee's benefits will update and the screen will refresh.

Benefit Accruals: Employee Benefit Details

It is possible to view a detailed schedule of how much benefit time the employee has earned and
when it was posted.

Navigate to the Benefits tab of the Configure Employee window. See Benefit Accruals: Configure,.
Click the Details button. The Benefit Details screen will display.

Benefit Details for 00001 SALADA TAMI (VAC)

Day Date Time

Thu 11l/722/201% 07:1%9:05

Wed 11/27/201% 07:1%:0%

Tue 1l/2€/201% 07:15:0%5

Mon 11/25/201% 07:15:0%

Tue 11751572015 00:00:01 10, S0.000000  WALC Given Hours No
Tue 11/7159/7201% 00:00:00 20. 20.000000  VAC Carry Ower o
Sat 10/15/201% 00:00:01 10, 200.000000 WAC Giwven Hours NO
Thu 0271572015 00:00:01 0. 130000000 VARG Giwven Hours No
Mon 02719720159 00:00:01 0. 120000000 WVARC Giwven Hours o
Fri 07/15/201% 00:00:01 10. 170.000000 WVAC Giwven Hours No
Wed 0€/715/2015% 00:00:01 0. 1€0.000000 VRC Giwven Hours No
Sun 05/15%/201% 00:00:01 10, 150000000 WVAC Giwven Hours 0o
Fri 04/15/201% 00:00:01 10. 140000000 WAC Giwven Hours No
Tue 03/15/201% 00:00:01 10,000 130000000 VRS Giwven Hours jite] ”
Tanm OO FIG /2016 OG-00-01 180 adannnn 120 annnas TTR™ Td ermam TTmanam = hhrad

[+ 5how Accrued Adjustments

sgelete | Manual Adj. | | E|C_:1nse |
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The Benefit Details dialog box contains the following information:

Setting Defintion

Day Displays the day on which the time was posted or taken.
Date Displays the date on which the time was posted or taken.
Time Displays the time at which the time was posted or taken.
Amount Displays the number of hours posted or taken.

Balance Displays the running balance after the transaction.
Category Displays the Category of the benefit time.

Type Displays what type of benefit transaction it was.

Bonus Hours indicates time earned or accrued.
Misc. Entry Indicates time taken.

Hours Adj. Indicates a manual adjustment.
Balance Adj. Indicates a Balance Adjustment

Archived Indicates whether these transactions are in a data set that has already
been archived.

Show Accrued Check this box to display the adjustments that have been made to accrued

Adjustments Benefits.

Manual Adj. Click this button to make a manual adjustment. For more information see

Button Manual Benefit Adjustment.

Click OK to close the Benefit Details screen.

Benefit Accruals: Manual Benefit Adjustment

It is possible to make manual adjustments to an employee's Benefit Entitlement. These adjustments
can be additions or deductions to the employee's available benefits. You can also use this feature to
zero out the employee's balance, called a balance adjustment.

Navigate to the Benefits tab of the Configure Employee window. See Benefit Accruals: Configure.
Click the Details button. The Benefit Details screen will display.
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Click the Manual Adj. Button. The Manual Adjustment dialog box will open.

-

Benefit Details for 00001 SALADA, TAMI (VAC)

Thu 11/28/72015 Q7 Ec. Entry NO
Wed 11,/27/72015 07 . Entry NO
Tue 1172872015 Q7 Ec. Zntry s
Mon 11/25/201% a7 Ec. Entry o]
Tue 11,/15/2015 00 2{18/2019 Wed Time |07:32:05 ren Hours jujed
f1a720 a0 . T L
Tue 11/715%/7201% 00 T}‘TJE OfAdJUStI'I'IEﬂt Fry Owver HNo
Sat 1071572015 00 ren Hours NO
Thu 0571572015 00 (") Balance (®) Give Hours ren Hours  NO
Mon O02/15/72015 04 0.000000 ren Hours NO
Fri 0771572015 00 ren Hours NO
Wed 0€/15/2015 00 ren Hours NO
Sun 05/1%/201% 00 ren Hours jujed
SO | x| | el |
Fri 04/15%/201% 00 ren Hours jure]
Tue 03/15/2015 00 = = = ren Hours NO
Taeam AT LIS I7A1TE AGO-A0-01 18 Aandans 190 anannd TTR™ T e Tl - KT ~
Show Accrued Adjustments
8gelete I Manual Adj. I | ﬂ[_ﬂose |

Fill in the settings as appropriate:

Setting Defintion

Date Enter the Date on which the adjustment should be posted.
Time Enter the time at which the adjustment should be posted.
Type Select the type of adjustment to be made.

Given: Grants the employee the number of hours entered in the Amount
field. Balance: Adjusts the employee's Given field value to cause the
current Left balance to reflect the number of hours entered in the Amount
field. For example, if the Employee had taken 40 hours already and you
wanted their balance to reflect 40 hours left, TA100 Pro would adjust the
Given to 80 (80 Given — 40 Taken = 40 Left).

Amount Enter the amount of the adjustment. This number can be positive (for an
addition) or negative (for a deduction).

Click OK to commit the changes and return to the Benefit Details screen.
Click Close to return to the Benefits screen.
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Benefits Accrual: Delete a Manual Adjustment

Navigate to the Benefits tab of the Configure Employee window. See BenefitAccruals: Configure.
Click the Details button. The Benefit Details screen will display.

Highlight the Adjustment you wish to delete.

Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

ok | [ Cancel 1

Click OK to confirm the deletion.
Click Close to return to the Benefits screen.

@OO PRO
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Employee Messages Tab

The Messages tab allows you to create a customized message that will display when this
employee punches at the clock

Configure

Navigate to the Configure Employee window. See Configure Employee.
Click the Messages tab to display the following information:

00001 Timecard Schedule Transactions Status Benefits M 995 Wages Badges /' Clocks Detail
SALADA, TAMI MESSAGES ASSIGNED

noooz KAMATS,SH:&HDN
00004 CHRISTENSEM, ELIZAR
00005 BORTS, ALTUMM

5 Listed
(® Mumber () Name

Clock ID Message
0ol SATADR

| @niceds | | dpadd || [PEat | | $foeete |

[+ show Inactives (’:‘

. &pint || fldose |
Setting Defintion
Clock ID Displays the number of the clock at which this message will display.
Message Displays the message. The message can be up to 20 characters and the




Employee Maintenance

Add a Message

You can send a message to each clock individually, or to all clocks that the employee uses.

To aSingle Clock

Navigate to the Configure Employee window. See Configure Employee.
Click the Add button to add a new message to send to an individual clock. The Message Assignment

dialog box will open.

Clock Code | 725 72z |

Message Assignment

[“lpefault message to Name:

Message |T SALADA |

| x| | Qe |

Select the clock to which this message should be sent.

Enter the message you wish to send. Up to 20 characters may be entered. Or check the Default
message to Employee nameto send the employee's First Initial and Last Name.

ClickOKto commit the changes and return to the Messages screen.

To All Clocks

Navigate to the Configure Employee window. See Configure Employee.
Click the AllClocks button to add a new message to all clocks this employee uses. The Message
Assignment dialog box will open.
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All Clocks

=

Message |T SALADA |

[~]Default message to Name

L Y || el |

Enter the message you wish to send. Up to 20 characters may be entered. Or check the Default
message to Employee nameto send the employee's First Initial and Last Name.
Click OK to commit the changes and return to the Messages screen.

Edit a Message

Navigate to the Configure Employee window. See Configure Employee.
Highlight the Message you wish to edit.

Click the Edit button.

Edit the settings as described in the Add a Message section.

Click OKto commit the changes and return to the Messages screen.

Delete a Message

Navigate to the Configure Employee window. See Configure Employee.
Highlight the Message you wish to delete.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

ok | [ cance

Click OK to confirm the deletion.

@OO PRO
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Employee Wages

The Wages tab specifies the FLSA status (exempt or non-exempt) and pay rate(s) for the employee.
For non-exempt employees, wages can either be Global or associated with the Department or Job
on which the employee works. All options are described in the following sections.

Configure Employee Wages

Navigate to the Configure Employee window. See Configure Employee.
Click the Wages tab to display the following information:

00001 i Badges [\~ Clocks Detail

SALADA, TAMI
Active

b
L

(@ Hourly O salary

00003 KAMATS, SHAROM
00004 CHRISTENSEMN, ELIZAR

00005 BORTZ, AUTUMN [Juse a global wage Report Hours from

Actual
Scheduled

Attendance Clocking

W

Paired Punching

odd Wedic Moeiete In Only

Newver

Department | | lob

Pay Overtime

’Apply .gance\

5 Listed
® Number  (C) Name .
[ show Inactives ®

 Gent | floese |

Defintion
Hourly Check this option to indicate that the employee is Hourly.
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Setting Defintion

Use Global Wage Check this option to assign the employee a fixed standard wage regardless
of which department or they work in. If un-checked the employee will earn
a different wage based on the department or job they work in. For more
information see the Department or Job buttons in this section.

Click this button to set a wage that applies whenever the employee works

Department , X .
for a particular Department. This can be used to pay different rates when
the employee performs different functions.

Job Click this button to set a wage that applies whenever the employee works
for a particular Job. This can be used to pay different rates when the
employee performs different functions.

Salary Check this option to indicate the employee is Salary.

Report Hours From | TA100 Pro can report salaried employees' hours either from actual punches
or from their schedule, regardless of their punches.

Check Actual to have TA100 Pro report the hours as they are punched at
the clock.

Check Schedule to have TA100 Pro report hours from the employee's
schedule. The Attendance Clocking settings will become available when
this option is checked and need to be configured

Attendance These settings become available when the Report Hours From Schedule
Clocking option is checked.

Check Paired Punching to indicate that the employee should punch In and
Out, but TA100 Pro will ignore the actual times of the punches and report
the scheduled times and duration.

Check In Only to indicate that the employee only needs to punch In each
day and TA100 Pro will report the scheduled times and duration.

Check None to indicate that TA100 Pro should

automatically report the scheduled times and duration without the employee
having to punch at all.

Pay Overtime Check this option to make the employee eligible for overtime, based on the
Policy to which the employee is assigned.

Add a Global Wage

Navigate to the Wages tab of the Configure Employee window. See Configure Employee Wages.
Select the Hourly option.

Check the Use Global Wage option.

Click the Add button to add a new Global Wage. The Wage Details dialog box will open.
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Date |FEVEETENEE) Wed

Wage

| x| cancel |

Enter the date on which this wage takes effect.
Enter the amount of the hourly wage.
Click OKto commit the changes and return to the Wages screen.

Edit a Global Wage

Navigate to the Wages tab of the Configure Employee window. See Configure Employee Wages.
Highlight the wage you wish to edit

Click the Edit button. The Wage Details dialog box will open.

Enter the amount of the hourly wage.

Click OK to commit the changes and return to the Wages screen.

Delete a Global Wage

Navigate to the Wages tab of the Configure Employee window. See Configure Employee Wages.
Highlight the wage you wish to delete.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

oK | [ cancel

Click OK to confirm the deletion.

@OO PRO
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Add an Employee Level Wage

Employee Level Wages specify the wage the employee makes when working for a specific
Department or Job. In this section, Level refers to the Department or Job, as appropriate. The

procedure is the same regardless of which level you are defining, thus they are all described
together.

Navigate to the Wages tab of the Configure Employee window. See Configure Employee Wages.
Select the Hourly option.

Click the Department or Job button, depending upon choice. The Level Wage Details dialog box
will open.

As defined under configure

= IN wage
# Frogzamming Sezvice | Use hourly wage 11,0000 11.0000
Z Sales
Default Department for Dec & '19
|1 Customer Service |
W
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
*  Decd'is Dec9'19 Dec 10 '19 Dec 11'19 Dec 12'18 Dec 13'19 Dec 14'18 |+
|  omoooo| | o000 | omooo| | o000/ | owoooo| | o.ooo0| | 0.0000)

Dec 15'19 Dec 16 '19 Dec 17'19 Dec 18 '19 Dec 1918 Dec 20'19 Dec 21'19
00000 | o.wo00) | o.0000) | o000 | o000 | o000 | 0.0000

Dec 22'19 Dec 23'19 Dec 24'19 Dec 25'19 Dec 26 '19 Dec 27'19 Dec 23'19
00000 | o.o00 | o000 | o.oo00| | o000/ | 00000 | 0.0000]

[+]

&
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The Level Wage Details dialog box contains the following information:

Setting Defintion

Level This field will be pre-populated with the Departments and Jobs defined in the
system. Select the item you wish to configure.

Use Hourly The value for this option is defined in the Configure Department or Job dialog

Wage box. It will be checked and will reflect the pre-defined wage if the Use Hourly

Wage setting is checked in the Department or Job dialog box for this item.

Wage Calendar The calendar is used both to enter the wage amount and to indicate the
effective date of the wage. Wages will auto fill from the date entered
forward. Always enter the wage on the date, which you wish it to take effect.

Click Close to commit the changes and return to the Wages screen.

Edit an Employee Level Wage

Navigate to the Wages tab of the Configure Employee window. See Configure Employee Wages.

Select the Hourly option.
Click the Department or Job button, depending upon choice. The Level Wage Details dialog box will

open.
Edit the settings as described in the Add an Employee Level Wage section.
Click Close to commit the changes and return to the Wages screen.

Employee Badges Tab

The Badges dialog box is used to assign the employee's badge number.

@OO PRO
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Configure Employee Badges

Navigate to the Configure Employee window. See Configure Employee.
Click the Badges tab to display the following information:

i

{ M\A  Clocks Detail

SALADA, TAMI BADGES ASSIGNED
Mumber Valid
o000l Vali

00003 KAMATS, SHARON
00004 CHRISTEWSEN, ELIZAB
00005 BORTZ, AUTUMM

5 Listed

Do ® s | e | ok |
_ Gt || foese |

Setting Defintion

Number Displays the badge number assigned to the employee.

Hire Date Indicates if a badge is valid.

@00 PRO




Employee Maintenance

Add a Badge

Navigate to the Badges tab of the Configure Employee window. See Configure Employee Badges.
Click the Add button to add a new Badge. The Assign Badge dialog box will open.

Assign Badge

adgetumber

Valid

v

Enter the Badge number you wish to assign to this employee and press Tab.
Check the Valid box to indicate this badge is in use.
Click OKto commit the changes and return to the Badges screen.

Edit a Badge

It is possible to edit a Badge in order to make it Invalid for this employee (cannot be used by this
employee to punch). The badge number cannot be changed. If you need to change a badge
number, it is best to make the old badge number inactive or delete it, and add a new one.

Navigate to the Badges tab of the Configure Employee window. See Configure Employee Badges.
Click the Edit button. The Assign Badge dialog box will open.

Uncheck the Validbox to make the Badge invalid.

Click OKto commit the changes and return to the Badges screen.

@OO PRO
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Delete a Badge

Navigate to the Badges tab of the Configure Employee window. See Configure Employee Badges.
Highlight the Badge you wish to delete.
Click the Delete button. You will be prompted:

‘ @ Are you sure you want to delete?

| oK ||::ancei|

Click OK to confirm the deletion and return to the Badges screen.

@00 PRO
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Employee Clocks Tab

The Clocks tab is used to assign employees to biometric timeclocks. This is necessary as the
clocks have to receive the employees templates before the employee is allowed to punch at that
clock. Each time they punch, their hand, finger, or face is compared against the existing template.
Templates are stored in the clocks. By assigning employees to specific clocks, we are defining
which clocks they are allowed to use.

Configure Hand Readers

Navigate to the Configure Employee window. See Configure Employee.
Click the Clocks tab to display the following information:

00003 Timecard Schedule Transactions Status Benefits Messages Wages Badges [/\4 Clocks  Detail
Anderson,Frank

m Q_E!_[_ M4 TA7000 TA745\TATB0\TA785 TAB00s\SY-Face

Division | 2LL ]
v
Clock ID Badge Time Zone Reject Authority

Anderson, Frank ek c8eas o . .
Bainez, Peter nodoz
Jones, David 00004
Sample, Joe 00008
Smith, Johin 00005

“Washington, Carol - 00001

Templates on file for badge numbers

Retrieve templates from | 211 Assigned |
S_isbed o | mcods || add || et || Deete |
Mumb: M _
DS::welzwachvesame (’:’
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Setting Defintion

Clock ID Displays the Clock ID assigned to each reader.

Badge Displays employee badge number.

Time Zone Not used in TA100 Pro, will always be 0.

Reject The reject threshold indicates how closely the hand has to match the
original scanned hand template. The lower the number, the more exact the
match needs to be.

Authority The Authority Level defines which clock menus employee can view or use at

the clock. 0isthe lowest (employee) and default, 5 is the highest and allows
complete at-the-clock setup (supervisor).

Templates on File
for Badge Numbers

If an employee has more than one badge, they can have more than one
template. Pick which badge and template is being assigned to this clock. If
the employee does not have a template save, NONE ON FILE will be
displayed.

Retrieve Templates
From

Only save templates from the specified clock. ALL ASSIGNED means the
last clock that templates are retrieved from is the one that will be save. Best
practice is to pick the clock the employee uses most.

All Clocks This opens the All Clocks dialog box. Here you can assign an employee to
all hand readers.

Add Click this button to select hand readers individually.

Edit Edit the settings assigned to the employee.

Delete Delete the employee hand reader assignment.
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Configure TA7000

Navigate to the Configure Employee window. See Configure Employee.
Click the Clocks tab, then click the TA7000 tab to display the following information:

00003 Timecard Schedule Transactions Status Benefits Messages Wages Badges [1\A Detail
Anderson,Frank
m Hand Reader [/\4 TA7000 TA745\TA780\TA785 TAS00s\SY-Face
pson 212 ]
o2z [v]
Prior Clock ID Badge Verification Authority
Anderzon, Frank S Junns 20000 s
Baines, Peter onaoz
Janes, David oo04
Sample, Jos 0000ne
Smith, John 0000s
Washington, Caral 00007
Templates on file for badge numbers Hone on £ile
Retrieve templates from | 211 REssigned |
6 Listed | Mldods ||  add || et || Dekte |
(CNumber (@) Name .
[ show Inactives G_’)
print | | Close
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Setting Defintion

ClockID Displays the Clock ID of the clocks the employee has been assigned to.

Badge Displays the badge number assigned to the clock.

Verification Displays the verification level, which defines the false read threshold.

Authority Displays the Authority Level, which defines the clock menus employees
can view or use at the clock. The following options are available:
Employee, Supervisor or Configuration.

All Clocks This opens the All Clocks dialog box. Here you can assign an employee to

all TA700 clocks.

Templates on File
for Badge Numbers

If an employee has more than one badge, they can have more than one
template. Pick which badge and template is being assigned to this clock. If
the employee does not have a template save, NONE ON FILE will be
displayed.

Retrieve Templates
From

This opens the All Clocks dialog box. Here you can assign an employee to all
TA7000 clocks.

Add Click this button to select TA7000 clocks individually.
Edit Edit the settings assigned to the employee.
Delete Delete the employee fingerprint assignment.

Fingerprint Assignment

o

\]

Right

Fingers Enrolled

Left

Employee | 00003
sutrty

Anderson, Frank o |
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Configure TA745\TA780\TA785

Navigate to the Configure Employee window. See Configure Employee.
Click the Clocks tab, then click the TA745\TA780\TA785 tab to display the following information:

00003 Timecard Schedule Transactions Status Benefits Messages Wages Badges [1\%
Anderson,Frank
0 Hand Reader [/\4 TA7000 TA745\TA780\TA785 TAB00s\SY-Face
Division| ALL
Group| ALL
Prior Clock ID Badge Spedial Enroll
Bains,F‘ter oa7 aooas no
Jones, David 0nao4
Sample, Joe 00o0ns

Smith, John 0ao0s
“Washington, Carol 00007

Templates on file for badge numbers MNone on file

6 Listed Alcocs | | add ||  Eit || Dpeee |

(O Number (@) Name .
[ show Inactives ®
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Setting Defintion

Clock ID Displays the Clock ID of the clocks the employee has been assigned to.
Badge Displays the badge number assigned to the clock.

Special Enroll Special enroll flags this employee as not having to use biometric validation.
Templates on File If an employee has more than one badge, they can have more than one

for Badge Numbers |template. Pick which badge and template is being assigned to this clock.
If the employee does not have a template save, NONE ON FILE will be

displayed.

All Clocks This opens the All Clocks dialog box. Here you can assign an employee to
all TA7XX clocks.

Add Click this button to select TA7XX clocks individually.

Edit Edit the settings assigned to the employee.

Delete Delete the employee fingerprint assignment.

1 finger 6 fingers
2 fingers 7 fingers
3 fingers 3 fingers
4 fingers 3 fingers
5 fingers 10 fingers
Delete All Templates Envoll From USB Reader
Clock [002  TA745 ]
Employee | 00003 Znderson, Frank v |
Badge | EREEENMNN - |
[Ispedial Enrol

ook || cancel |
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Configure TA800s\SY-Face

Navigate to the Configure Employee window. See Configure Employee.
Click the Clocks tab, then click the TA800s\SY-Face tab to display the following information:

00003 Timecard Schedule  Transactions Status Benefits Messages Wages Badages
Anderson,Frank
[* Hand Reader 1'% TA7000 TA745\TA780\TA785 TAB00s\SY-Face

pvson AL [v]

cowplart  [v]

i ok 10 Padoe
Anderson, Frank nooe nanos ~
Baines, Peter 0oooz2
Jones, David 00004
Sample, Joe 000one
Srnith, John 00005

‘wiazhington, Carol - 00007

Templates on file for badge numbers None on file

g)l_ished o | aicods || add || Bt || Delete |
Mumbs: M -
O SEronweI;acﬁvesame ('-:'
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Setting Defintion

Clock ID Displays the Clock ID of the clocks the employee has been assigned to.
Badge Displays the badge number assigned to the clock.

Special Enroll Special enroll flags this employee as not having to use biometric validation.
Templates on File If an employee has more than one badge, they can have more than one

for Badge Numbers |template. Pick which badge and template is being assigned to this clock. If
the employee does not have a template save, NONE ON FILE will be

displayed.
All Clocks This opens the All Clocks dialog box. Here you can assign an employee to

all TA800s/SY-Face clocks.
Add Click this button to select TA800s/SY-Face clocks individually.
Edit Edit the settings assigned to the employee.
Delete Delete the employee fingerprint assignment.

Face Reader Assignment

Clodc| 100 SY-Face Clock
E|11p|nyee|-:u:u:u:|3 Anderson, Frank et |

ooe [a0002 (5]

Face & Prox Badge [
Prox Badge Cnly [

=
N
o
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Configure SYnergy

Navigate to the Configure Employee window. See Configure Employee.
Click the Clocks tab, then click the SYnergy tab to display the following information:

i

00001 Timecard Schedule Transactions Status Benefits Messages Wages Badges [1\2 Clocks Detail
SALADA, TAMI
Active |E|

&rior
anonT_ 5 [

Hand Reader [1'4 TA7000 TA745\TA780\TA785 TA800s\SY-Face Synergy

. MICHELE Clock ID Badge Spedal Enroll
00003 KAMATS, SHARON
00004 CHRISTENSEN, ELIZAB sm nooeL me "

00005 BORTZ, AUTUMN

Templates on file for badge numbers
]| b || [Dear | [ oekre |

5 Listed
(®Number () Name .
[ show Inactives ®

@em || o |

TA100 rro
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Setting Defintion

Clock ID Displays the Clock ID assigned to each clock.

Badge Displays employee badge number.

Special Enroll Special enroll flags this employee as not having to use biometric validation.
Templates on File If an employee has more than one badge, they can have more than one

for Badge Numbers | template. Pick which badge and template is being assigned to this clock. If
the employee does not have a template save, NONE ON FILE will be

displayed.

All Clocks This opens the All Clocks dialog box. Here you can assign an employee to
all SYnergy clocks.

Add Click this button to select SYnergy clocks individually.

Edit Edit the settings assigned to the employee.

Delete Delete the employee hand reader assignment.

@OO PRO
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W

#| 1 finger 6 fingers
#| 2 fingers 7 fingers
#| 3 fingers 3 fingers
+| 4 fingers 9 fingers
5 fingers 10 fingers

Delete All Templates |

Clock | SYN SY¥Ynergy e |
Employee | oL Silver, Jeffery w |
pacge | EEEEENMNNL |
[ special Enrall

[Jsupervisor to enroll templates

Setting Defintion

Assignment Details | Displays a list of how many templates have been enrolled for the employee
and allows all templates to be deleted.

Badge Allows user to select the badge that will be sent down to the clock if an
employee was assigned multiple badges.

Special Enroll When enabled this setting will allow the employee to bypass the fingerprint
and only enter the badge number when punching. Click this button to select
employees based on.

Supervisor to When enabled this setting will allow the employee to enroll other employees
Enroll Templates at the clock.
Employee Details Tab

The Details tab manages the employee's personnel settings. New employees are also added from
this tab.
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Configure Employee Details

Navigate to the Configure Employee window. See Configure Employee.

o001 Trmecard  Schedule Transactions  Status Benefts Messages \Wages Badges 11 Ch Detad
SALADA, TAMI )
Active Purrber 00001
Wene || Fnd | Hext® | ssu[-- | Beth st [DIRY00]
00002 MCGRAMOR, MICHELE Last name [SALADA
0003 KAMATS SHARON R . ) .
00004 CHRISTEMSEM, ELIZAR Farst name [TAMI m]
00005 BORTZ, AUTUMM
Address |
Address
Cll:-r.
ZDCU'*._ su-.e'_] m'g y = |
Emal address |

Hre date [11/15/2018 Acorue this month  Figend [11729/2018 |

Use an Alternate Hee date for Benefits (01011900 |

joensad [ Liserd
Division | 0000 Symel-Americ »
Group | Time America, Inc. Product )
Hislday group ALL HOLIDAYS o
Accrual n.fe: FI ROORLY EMDLOYEES z
U PC (Tl

Commenis
SListed
(@) humber () Name .
A e inactives @

| o [Fest | $hpeese et B goee

Click the Details tab to display the following information:

Setting Defintion

Number This is a required field. Enter a code (from 2 to 10 characters in length to
identify the employee. The code’s maximum length and type (numeric or
alphanumeric are defined in the System Defaults dialog box in Company
Setup. Numeric fields are zero filled.

NOTE: Once saved, the employee code cannot be modified, except through
Utilities.

Social Security Enter the employee’s social security number if desired.

Birth Date Enter the employee's birth date (if desired).
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Click the Details tab to display the following information:

Setting Defintion

Last Name Enter the employee's last name.

First Name Enter the employee's first name.

Middle Initial Enter the employee’s middle initial.

Address Enter the employee's address. Two lines are available.

City Enter the employee's City.

Zip Enter the employee's Zip code.

State Enter the employee's State.

Phone Enter the employee's phone number.

Email Address Enter the employee’s email address.

Hire Date Enter the employee's hire date.

Accrue this Check this box if benefits should accrue during the first month of
Month employment.

Fiscal Date Enter the date on which this employee's or your company's fiscal year starts.

This date can be used as the Reference Date on which benefits carry over.

Use Alternative Hire
Date for Benefits

Use this date to override the Hire Date field as the date an employee’s
benefits should begin.

User-Defined Fields

There are eighteen user-defined fields. Enter information as desired.

Division

Select the pre-defined Division to which the employee belongs.

Group

Select the pre-defined Group to which the employee belongs.

Holiday group

Select the pre-defined Holiday Group to which the employee belongs. If
Holiday Groups were not created you may leave at the default listing of All
Holidays.

Accrual Rule

Select the pre-defined Benefits Accrual rule that applies to this employee.

Use PC Clock

Check this block to allow permissions for the PC Clock
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Add an Employee

TA100 Pro uses an Add Employee wizard to walk you through the steps of adding a new employee.
Once you have completed the Detail screen, additional screens will open, one after another, until all
the settings for the employee are complete.

Navigate to the Detail tab of the Configure Employee window. See Configure Employee Details.

Click the Add button to add a new Employee. The Detail tab will become available.

Fill in the settings as described in the Configure Employees Details section.

Click OKto commit the changes and continue to the next screen.

The Status dialog box will open. See Employee Status.

When all settings are complete, click Close to continue to the next screen.

The Assignment Start Date dialog box will open. Choose the date on which you want the employee's
schedule to start.

Assignment Start Date

(CiHire! (@) Today () Other

Start Assignments on | 12/18/2019 |H&) wed

When all settings are complete, click the Continue button to advance to the next screen. The
Schedule dialog box will open. See Employee Schedule.

When all settings are complete, click the OK button to advance to the next screen. The Message
Assignment dialog box will open. See Employee Messages.

When all settings are complete, click the Close button to advance to the next screen. The Wage
Assignment dialog box will open. See Employee Wages.

When all settings are complete, click the OK button to advance to the next screen. The Badge
Assignment dialog box will open. See Employee Badges.

When all settings are complete, click the Close button to advance to the next screen. The Clocks
dialog box will open. See Employee Clocks.

When all settings are complete, click the OK button to advance to the next screen. You will be
returned to the Detail tab of the Configure Employee window.

Click Close to exit the Configure Employee dialog box.
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EditanEmployee

Navigate to the Detail tab of the Configure Employee window.

Highlight the Employee you wish to edit from the list at the side of the screen.

Click the Edit button. The Detail screen will become available for you to edit the selected Employee.
Edit the settings as described in the Configure Employee section.

Click OK to commit the changes and return to the Configure Employee screen.

Click Close to exit the Configure Employee dialog box.

Delete an Employee

Deleting an employee deletes all of the data relating to that employee throughout the database,
including time records.

NOTE: This can cause inaccurate reporting. You cannot undo a delete.
Navigate to the Detail tab of the Configure Employee window.

Highlight the Employee you wish to delete from the list at the side of the screen.
Click the Delete button. You will be prompted:

Are you absolutely sure you want to delete this
Employee?

Click OK to confirm the deletion.
Click Close to exit the Configure Employees dialog box.
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This section describes the concepts and tasks associated with managing employee time records,
including editing and adding time entries.

Online Timecard

The Online Timecard allows you to view, add, edit and delete employee time entries. The Timecard
can be accessed from two locations: the Configure Employee dialog box and the Approval Editor.

Accessing the Online Timecard from the Configure Employee Screen

Click the Daily Operations menu, Employee. The Configure Employee dialog box will open. The
Timecard tab will be selected automatically.

00001 Timecard  Schedule Transactions Status Benefits Messages Wages Badges [1\4 Clocks Detail
SALADA, TAMI D Date  Day Cat  Start Stop Reg OT1 OT2 OT3 Unpad Dolar  5[Z]
) N T el - 1 = AA N .
I : 15 Mon WoRE | a7-00| | 1£:00 1 3.00| . ] ] 1.00 K ~
- 12/03/1% Tue WORK | 07 1é: 1 3.00 1.00
Seprior 12/04/15 Wed WORE | 07:00 1£:00 1 2.00 1.00
: | 12/05/1% Thu WORK : 1€:00 1 3.00 1.00
o000z R. MICHELE 12/0€/19 Fri WORE | 07:00 1£:00 1 2.00 1.00 . *
00003 KAMATS, SHARON 12/09/15 Mon WORK | 07:00 1€:00 1 3.00 1.00
00004 CHRISTENSEM, ELIZAR 12/10/1% Tue WORE 0 1€:00 1 3.00 1.00
00005 BORTZ, AUTUMM 12711715 Wed WORK 07 -0 1&:00 1 8.00 1.00
12/12/1% Thu WORK | 07:00 1€:00 1 3.00 1.00
& 12/13/1% Fri 1 . .
W
2]
[Auto Processing] | Show Schedule | | Forecastng | [ Approve | Payperodsback 1 2] &
From 12/02/2019 to12/15/2019
12/02/20019  12/03/2019  12/04/2019  12/06/20019 12/06/2019 12/07/2019  12/08/2019 Totals
8.00 8.00 8.00 8.00 0.00 0.00 F2.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
1.00 1.00 1.00 1.00 0.00 0.00 4.00
5 Listed 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Nurnb: N _
Sﬁg"wi;acge:me @) | @Rreprocess | | daddTrans | | Edijaddstart | | EdijaddStop | | Mutplemise. | | Eromschediic
| @ew || P |

A double click or right click on the job costing field of the timecard will display the job costing
information for that slice of time. The Online Timecard week view at bottom of page now indicates
holidays (italics), current date (blue highlight) and days scheduled to work (underline date). Blue
backgrounds have been added in the employee screen for easier visibility of an active feature.
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Navigating in the Online Timecard Tab

By default, the Online Timecard screen displays the current pay period's data. The Approval Editor
timecard will open to the pay period of the exception or absence that was selected. There are two
easy techniques for navigating to other pay periods.

NOTE It may not be possible to edit data in previous pay periods, depending upon your security
permissions and the number of editable pay periods settings. For more information, see Main
Company and Configure Users.

ConfigueEmployee
00001 Timecard Schedule Transactions Status Benefits Messages Wages Badges 112 Clocks Detail
SALADA, TAMI 5] Date  Day Cat  Start Stop Reg OT1 OT2 OT3 Unpad Dollar 5 [Z]
T e rAs e ———— - - = S - aA - - _— - - =
Active a7-00 1 2 o0 1 a0 |
. 12/03/15 Tue WORK 16: 1 5.00 1.00 *
SiRrior 12/04/1% Wed WORE 1€:00 1 500 1.00 .
0001 Salaba, Taml 12/05/1% Thu WORK 1£:00 1 5.00 1.00 *
00002 MCGRANOR, MICHELE 12/06/15 Fri WORE 07:00 1£:00 1 2.00 1.00 *
00003 KAMATS, SHARON 12/09/1% Mon WORK | 07:00 1£:00 1 2.00 1.00 «
00004 CHRISTENSEN, ELIZAE 12/10/1% Tue WORK | 07:00 1£:00 1 2.00 1.00 C
00005 BORTZ, AUTUMN 12/11/15% Wed WORE a7:-0ad 1£:-00 1 g.00 1.00 - B
12/12/1% Thu WORK | 07:00 18:00 1 2.00 1.00 R : H
A 12/13/15 Fri 1 . . . Nawgatlon
Buttons
|
W
[Buto Processing| Show Schedule || Forecasting | [ Approve | PayPeriodsback [1 5] & -
From 12/02/2019 mlzjls}‘g
120242019 12/03/20019 12/04/2019 12/05/2019 12/06/2018 12/07/2018  12/08/2019 ’N@Is
8.00 8.00 8.00 8.00 8.00 0.00 0.00 ]
0.00 0.00 0.00 0.00 0.00 0.00 0.
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.a0 0.00 0.00 0.a0 0.00
1.00 1.00 1.00 1.00 0.00 0.a0 9.00
5 Listed 0.00 0.00 0.00 0.00 0.00 0.00 0.00 .
Sume Ov g I [ catndismt | | caupidso | | i Satectar "
Show Inactives (; y I;‘R_.eprooess +5dd Trans Edit/Add Start EditfAdd Stop Multiple Misc, Erom Schedule xgelebe Selector
| @em || Home |

e Navigation buttons: Click the Navigation buttons to scroll to previous and next pay periods. The
navigation button at the top of the scroll bar takes you to the previous pay period; the button at
the bottom takes you to the next pay period.

e Pay Period selector: Use the spin button in the Pay Periods Back box to scroll to a pay period a
specified number of periods in the past.
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Navigating in the Transactions Tab

By default, the Transactions screen displays the current month's data. There is an easy technique
for navigating to other months.

NOTE: It may not be possible to edit data in previous months, depending upon your security
permissions and the number of editable pay period settings. For more information, see Main
Company and Configure Users.

00001 Timecard  Schedule Status Benefits Messages Wages Badges [/'4 Clocks Detail
SALADA, TAMI
Active E| Day Date Key Prompt Clock  Badge (2]
Mon 12/02,; 119 07:0 0 K C. D ~
Whrior Mon 12/02/201% l€:00:00 % CLOCEED OUT ool
e Tue 12/03/201% 07:00:00  * CLOCEED IN 001
.MICHELE Tue 12/03/201% l€:00:00 & CLOCEED OUT 001
00003 KaMaTs, SHAROM Wed 12/04/201% 07:00:00  * CLOCEED IN o0l
00004 CHRISTEMSEM, ELIZAR Wed 12/04/201% 1&£:00:00 # CLOCEED OUT 001
00005 BORTZ, AUTUMM Thu 12/05/201% 07:00:00 CLOCEED IN ool
Thu 12/05/201% 1l€:00:00 % CLOCKED OUT 001
Fri 12/0€/201% 07:00:00  * CLOCEED IN 001
Fri 12/0€/201% 1€:00:00 # CLOCKED oUT o0l
Mon 12/05/201% 07:00:00  * CLOCEED IN 001
Mon 12/08/201% Ll€:00:00 % CLOCKED QUT 001
Tue 12/10/201% 07:00:00  * CLOCEED IN 001
Tue 12/10/201% 1€:00:00 % CLOCEED OUT 001
Wed 12/11/201% 07:00:00  * CLOCEED IN o0l
Wed 12/11/201% 1£:00:00  $ CLOCEED OUT 001
Thu 12/12/201% 07:00:00  * CLOCEED IN 001
Thu 12/12/201% l€:00:00 % CLOCKED OUT 001
W
December 2019 -
SUPERVISOR FROMFT INPUT
Badge 1111111111 CLOCKED IN
Mame OPERATOR,SYSTEM
Date 12/17/2019
Time 11:41:16
5 Listed
(® Number () Name . | +5dd | | B’Eﬂ"t | | xgelete |
] Show Inactives ®
| &aiPrint | I_ﬂgose |

o Navigation buttons: Click the Navigation buttons to scroll to previous and next months. The
navigation button at the top of the scroll bar takes you to the previous month; the button at the
bottom takes you to the next month.
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Adding and Editing Transactions

Adding a transaction enables you to record a time entry on behalf of an employee. For example, you
might need to add a missed Clock Out, add a lunch or break, or enter a vacation day.

Examples of transactions are:

Clocked In Punching In for the day.
Clocked Out Punching Out for the day.
Swipe and Go Swipe and go transaction.
Out For Lunch Punching Out for lunch.
In From Lunch Punching In from lunch.
Out On Break Punching QOut for break.
In From Break Punching In from break.

Enter Department | Transferring departments.

Enter Tips Entering tips.

Miscellaneous Miscellaneous transactions are used to add or subtract dollars
or hours, including vacation and other categories of time, as well
as per diem, tips and other categories of dollars.

There are several ways to add transactions. All accomplish the same end, but some are easier to
use in certain instances. All are described below.

Add Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the Configure
Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all elements
of the transaction.

NOTE: A popup window is available to add/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 Date and Time
efpbelenble  07:00:00 | Thu

ADDING Ok  Cancel EDITING oK Cancel
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Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard. Or
navigate to the Transactions tab of the Configure Employee dialog box and select the employee for
whom you wish to add a transaction. See Employee Transactions.

Click the Add Trans (Online Timecard) or Add (Transactions) button. The Transaction Detail dialog

box will open.
Transaction Detail for 00001 SALADA, TAMI
%
Date and Time
=1 =] =1 =1 Function | +  CLOCEED IN

sefBlpBlE 07:00:00 Thu |

[ x| Clodc| 001 Demo TASZ0L |

| Cwerride Round |

| Cwerride Automatic Lunches and Breaks |
| x| | @l |

The Transaction Detail dialog box contains the following information:

Setting Defintion

Date Enter the date for this transaction.
Time Enter the time for the transaction. HH:MM:SS. Enter this in military time.
Function Select the type for this transaction. The standard options are:

Clocked In, Clocked Out, Out for Lunch, In from Lunch, Enter Department,
Swipe & Go and Miscellaneous (used for entering absences, vacation, tips
and other categories of time and dollars). See Add Miscellaneous
Transaction.

Additional options may appear, depending upon your company and clock
configuration.

Clock Select the clock to which the transaction should be attributed.

Override Round Check this option to have TA100 Pro ignore the rounding rules for this
transaction.

Override Automatic | Check this option to cancel all automatic lunches and breaks assigned to a
Lunches and Breaks | specific day. The edit must be initiated from the start time.

Click OK to commit the changes and return to the Online Timecard.
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Add Miscellaneous Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the Configure
Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all elements of
the transaction.

Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard. Or
navigate to the Transactions tab of the Configure Employee dialog box and select the employee for
whom you wish to add a transaction. See Employee Transactions.

Click the Add Trans (Online Timecard) or Add (Transactions) button. The Transaction Detail dialog
box will open.

Select Miscellaneous from the function drop down menu, additional information will open.

Transaction Detail for 00001 SALADA TAMI

Date and Time
= [easlplessigie] Function | Miscell
112/12/2013  07:00:00 | Thu |Miscellaneous v
= Clock| 001 Demo TaS20L V]
| Override Round |
Miscellaneous
VAC  VACATTON ™ REG (Jori (Jorz ()oT3

[J Accrue towards overtime
add (Osubtract HH:MM |po:oo|  0.00 - i
@ O :)ﬁmhal@ggloz (3
Level

o oK 3 Cancel
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The Transaction Detail dialog box contains the following information:

Setting Defintion

Date Enter the date for this transaction.

Time Enter the time for the transaction. HH:MM:SS. Enter this in military time.

Function Select Miscellaneous for this transaction. The Miscellaneous function is
used for entering absences, vacation, tips and other categories of time and
dollars.

Clock Select the clock to which the transaction should be attributed.

Miscellaneous This section will only become available when the Miscellaneous function

Information is selected.

Category Select the category for this transaction.

Add/Subtract Select Add to add the number of hours or dollars in the next field. Select

Subtract to deduct the number of hours or dollars in the next field.

HH:MM If an Hours category was selected, this field will become available. Enter
the number of hours for this transaction in decimal format.

Amount If a Dollars category was selected, this field will become available. Enter
the amount of dollars for this transaction.

If an Hours category was selected, this field will automatically fill in when
enter the HH:MM in the previous field.

REG/0T1/0T2/0T3 Select the rate at which the Miscellaneous time should be paid.

Accrue Towards Check this box to cause the Miscellaneous entry to count toward overtime
Overtime (daily and weekly).

Differential Select the differential at which the Miscellaneous time should be paid.

Level Check this option to have TA100 Pro override the Job Costing level(s).
Prompt This section will become available if a function requiring additional input

is selected (for example, Enter a Department).

Input Enter the additional input (for example, the Department number).

Click OK to commit the changes and return to the Online Timecard.
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Edit a Transaction

This section describes how to use the Edit button in the Transaction tab. You can edit transactions
from either the Online Timecard or the Transactions tab of the Configure Employee dialog box. The
Online Timecard provides two buttons: Edit/Add Start and Edit/Add Stop, which are described in
the next two sections.

Navigate to the Transactions tab of the Configure Employee dialog box and select the employee
whose time you wish to edit. See Employee Transactions.

Navigate to and select the transaction you wish to edit.

Click the Edit button. The Transaction Detail dialog box will open.

Transaction Detail for 00001 SALADS TAMI

Date and Time
= EEE Function | +  CLOCKED IN v
PIREEGE 07:00:00 |Thu
= =@ Clock| 001 Demo TAS20L v
1111111111 OPERATOR,SYSTEM | Owerride Round |
12/17/2019 11:41:30 TUE | Override Automatic Lunches and Breaks |
of oK 3 cancel

Fill in the settings as described in the Add Transaction section.
Click OKto commit the changes and return to the Transactions screen.

Edit/Add Start

Edit/Add Startis available from the Online Timecard. The Edit/Add Startbutton opens the
Transaction Detail dialog box and automatically fills in certain fields.

o The Date fills in with the date selected in the Timecard.

e The Time fills in with the employee's scheduled Clock In time for the selected date.

¢ The Function fills in with Clocked In.

This option is easiest when you are adding a Clock In for the day that matches or
is close to the employee's scheduled In time.

Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard.

Click the Edit/Add Start button. The Transaction Detail dialog box will open. Fill in the settings as
described in the Add Transaction section.

Click OK to commit the changes and return to the Online Timecard.
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Edit/Add Stop

Edit/Add Stop is available from the Online Timecard. The Edit/Add Stop button opens the
Transaction Detail dialog box and automatically fills in certain fields.

« The Date fills in with the date selected in the Timecard.
« The Time fills in with the employee's scheduled Clock Out time for the selected date.

« The Function fills in with Clocked Out.

« The Override Punch Link-Back Time is now an override feature, this option will ignore all
punch link-back time associated with a policy. This edit must be initiated from the stop time.

This option is easiest when you are adding a Clock Out for the day that matches or is close to the

employee's scheduled Out time.

Transaction Detail for 00001 SALADA TAMI

Date and Time

Function | ]

CLOCEED OUT ]

Clock| 001 Demo TAS20L [v]
| Cverride Round |

| Override Punch Link-Back Time |
L Y Qo |

Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard.
Click the Edit/Add Stop button. The Transaction Detail dialog box will open.
Fill in the settings as described in the Add Transaction section.

Click OKto commit the changes and return to the Online Timecard.

@OO PRO
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Multiple Miscellaneous

The Multiple Miscellaneous button appears in the Online Timecard and allows you to add
Miscellaneous transactions on multiple days. This option is easiest when you are adding several
days of the same category, for example, for a weeklong vacation or per-diems for a business trip.

Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard.
Click the Multiple Misc. button. The Multiple Miscellaneous Transaction dialog box will open.

W

Miscellaneous Information

December | | 2m3s Ii”

Time [06 :57: 44 SUN MON TUE WED THU FRI  SAT
[vac  vacaTiom {Hourds| if 2| 3| 4 5/ &f 7

(® add () subtract

3 9 10 11 14

L

HH:MM |08 :00 Amount 3.00

REG (JOT1 ()OT2 (OT3 &

D?Acaue towards overtime:
22| 23| 24 25| 28| 27| 28
Differential @0 O 102 O3 IU| IUUL

29 30 31

5 ] 17 13” JsH 20‘

Job Cost Level Override |

| mey || x| @oancd |

@00 PRO
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Fill in the settings as appropriate:

Setting Defintion

Time Enter the start time for this miscellaneous transaction. If AM/PM has been
activated from Main Company will require selection.

Category Select the category for this transaction.

Add/Subtract Select Add to add the number of hours or dollars in the next field. Select
Subtract to deduct the number of hours or dollars in the next field.

HH:MM If an Hours category was selected, this field will become available. Enter
the number of hours for this transaction in decimal format.

Amount If a Dollars category was selected, this field will become available. Enter the
amount of dollars for this transaction.
If an Hours category was selected, this field will automatically fill in when
enter the HH:MM in the previous field.

REG/0T1/0T2/0T3 Select the rate at which the Miscellaneous time should be paid.

Accrue Towards Check this box to cause the Miscellaneous entry to count toward overtime

Overtime (daily and weekly).

Differential Select the differential at which the Miscellaneous time should be paid.

Job Cost Level Check this option to have TA100 Pro override the Job Costing level(s).

Override

Calendar Using the drop-down boxes at the top of the dialog box, select the Month and
Year that contains the days for which you wish to add the Miscellaneous
transactions.
Click the dates on the calendar for which you wish to add the transactions.
The dates selected will appear to be indented.

@OO PRO
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Click the Apply button. The Category code will appear on the days selected.

Multiple Miscellaneous Transaction
B
Miscellaneous Information
December | | 2019 Ii”
Time |06 :57: 44 SUN MON TUE WED THU FRI  SAT
[vac  wacarIow {Houra[w || f z2) 3f 4f s 6| 7

@add  Osubtract 8 ol w| uf =] =] =

HH:MM |08 200 Amount 8.00

REG aT1 a2 T3 15 15 17 18 19 20 21

|:| Accrue towards overtime
22 3 24 25 26 27 28

Differential @0 102 O3 VAC VAC [wvac
2 30| 31

Job Cost Level Override |

[y ] ofox || Ecancel |

Click OKto commit the changes and return to the Online Timecard.

From Schedule

From Schedule adds a Clock In for the day and a Clock Out for the day punch, taking the times from
the employee's schedule. This is useful when the employee did not punch in or out for the day, but
worked the scheduled times.

TIP: You can check the Show Schedule option at the bottom of the Online Timecard in order to
verify the scheduled Start and Stop times prior to using this feature.

Navigate to the Online Timecard for the employee you wish to edit. See Online Timecard.
Click the From Schedule button. TA100 Pro will automatically fill in the Start and Stop fields with the
employee's Scheduled Start and Stop times for the day.

Delete a Transaction

You may need to delete a transaction that has been made in error. Delete carefully, as there is no
way to retrieve deleted data.

Navigate to the Online Timecard (see Online Timecard) or the Transactions tab of the Configure
Employee dialog box (see Employee Transactions) and select the employee you wish to edit.
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Navigate to the transaction you wish to delete.
Click the Delete button. You will be prompted with one of the following, depending upon what you are
deleting:

This dialog box will appear if you are deleting a line
in the Timecard that has both a Start and a Stop.

‘ & Please select what you would like to delete. ‘

This dialog box will appear if you are deleting a
single Start or Stop, from either the Timecard or the
‘ Transactions.

Audit Trails

TA100 Pro keeps track of the changes that are made to time entries. This feature is known as an
"Audit Trail." The Transactions tab of the Configure Employee dialog box displays the changes made
to a transaction, the date the change was made, and the name and number of the person who made
the change. This information can be printed for reporting purposes.

Navigate to the Transactions tab of the Configure Employee window and select the employee you
wish to view. Highlight the transaction for which you wish to see the Audit Trail. The Audit Trail
section of the screen contains the following:

SUPERVISOR.
Badge 1111111111
Name OPERATOR,SYSTEM
Date 12/17/2019

Time 11:41:16
Supervisor Displays the name and number of the supervisor who edited this transaction.
Supervisor Badge Displays the badge number associated with the Supervisor who made the
edit.
Date Displays the Date on which the edit was made.

Time Displays the Time at which the edit was made.
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Print the Audit Trails

TA100 Pro tracks all changes that are made to time entries. You may print this Audit Trail history.

Navigate to the Transactions tab of the Configure Employee window and select the employee
you wish to view.
Click the Print button. A drop-down list of Reports associated with this screen will appear.

Online Timecard
Schedules

By Employee
Badges By Date
Wages 3

Transactions

Profiles
Messages
Address
Cuick
Status
Benefits
Job Cost

Select Transactions, By Employee or By Date. The Print Transaction Listing dialog box will open.

DATE RANGE

Start| 12/01/2019 Sun &t |00:00] Stop | 12/31/2019 Tue  at|20:00]

Print Transaction Listing

[Jchanged []supervisor

I

0ooa3 ERMATS, SHAROW
00004 CHRISTENSEW,ELI _
aa0as BORTZ, AUTUMN Sl

Remawve
Remaove All
v v
5 Available 0 Selected
QOUTPUT TO
Screen [JPrinter [JFile CJE-mail [ E-mail (Employes)
Group |p.LL CROUDS | Division |ALL DIVISIONS |

L x| Hdese
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Fill in the settings as appropriate:

Setting Defintion

Start Enter the starting date for the report.

At Enter the starting time for the report.

Stop Enter the ending date for the report.

At Displays the Time at which the edit was made.

OutputTo Select the type of report output you wish.
Screen: The report will preview on screen. You are then able to print from
the preview.

Printer: The report will be sent directly to the printer.
File: The report will be sent to a FoxPro report file.
Email: The report will be sent via email. (See Emailing a Report).

Options Select which Audit Trail items you wish to print along with the Transaction
details.

Deleted: The report will display deleted entries.

Changed: The report will display the editing history of the transaction.
Supervisor: The report will display transactions edited by supervisors at the
clock

Employees Select which employees for whom you wish to print Transactions.

Add: Adds the selected employee to the list of employees for the report.
Add All: Adds all employees to the list of employees for the report.

Remove: Removes the selected employee from the list of employees for the
report.

Remove All: Removes all employees from the list of employees for the
report.

Click OK to commit the changes and run the report.
After previewing and/or printing, close the report (if necessary).

NOTE: The transaction report is color coded with red representing deleted items and blue
representing changes.

Click the Close button to exit the Report Settings dialog box and return to the Transactions screen.
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Approval Editor

The Approval Editor is an extremely useful tool that displays employee transactions that need
approval or editing by a supervisor. These items display in the Approval Editor by default:

o System-Generated Absences

e Missing Punches

It is also possible to edit transactions directly from the Approval Editor. Double-clicking a
transaction from the Approval Editor opens the Online Timecard, from which you can add, edit
and delete transactions normally. (See Approval Editor).

)

Approval Edfor

Click the Daily Operations menu, Approval Editor, or by clicking on the . The Approval Editor

screen will open.

Approval Editor Selection
Absences Missing

Mumber Mame Dow Date and Time Code Reason ~
oooot 5y [5un [11417/2019 07-24:16 | 2
Q0001 SaLaDa, Taml Tue [11/18/2013 07:00:00 Abzent
0o SalaDa, Takl “Wwied 11./20/2019 07:00:00 Abzent
anao SALADA,TAMI Thu [ 11/21/2019 07:00:00 Abzent
00001 SaLaDs, Takl Fri [11./22/2019 07:00:00 Abzent
anao SALADA,TAMI Fri [12M13/2019 070000 Abzent
Q0001 SaLaDa, Taml “Wed 12/18/2019 16:00:00 Iizzing Punch
00003 FAaMATS SHAROMN Tue 11418/2019 07:00:00 Abzent
00003 FAMATS SHAROMN Wied 11/20/2019 07:00:00 Abzent
00003 FAaMATS SHAROMN Thu 11./21/20019 07:00:00 Abzent
Q0003 FAMATS SHAROMN Fri 11/22/20019 07:00:00 Abzent
00003 FAMATS SHAROMN Man 11./25/2019 07:00:00 Abzent
Q0003 FAMATS SHAROMN Tue 11/26/2019 07:00:00 Abzent
00003 FAMATS SHAROMN Wied 11/27/2019 07:00:00 Abzent
00003 FAaMATS SHAROMN Thu 11/28/2019 07:00:00 Abzent v
24 Listed [J5how Count Totals

(®) Active Employees () Inactive Employees () all Employees |BLL GROUPS | |P.LL DIVISIONS |

| [@edt || Hges |
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The Approval Editor contains the following information:

Setting Defintion

Absences Select this option to show only Absent Exceptions needing approval.

Missing Select this option to show only Missing Punch Exceptions needing approval.

All Select this option to show all Absences, Missing Punches and all other
Exceptions.

Name Displays the employee's name.

Number Displays the employee's number.

DOW Displays the day of the week on which the item needing approval occurred.

Date Displays the date on which the item needing approval occurred.

Time Displays the time at which the item needing approval occurred.

Code Displays the Attendance Code for any infractions. (i.e., IL for In Late, OG for
Out Graced, etc.).

Reason Displays the reason in color why the transaction is displayed in the Approval

Editor

Show Count Totals

Displays the number of infractions next to the label.

Active Employees

Select this option to show only Active employees.

Inactive Employees

Select this option to show only Inactive employees.

All Employees Select this option to show both Active and Inactive employees.
Group Select this option to display a specific Group.
Division Select this option to display a specific Division.
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To edit a transaction from the Approval Editor, double-click the transaction you wish to change.
The Online Timecard will open to display the pay period during which the transaction took place.

Approval for Employee 00007 SALADA, TAMI
Tmecard  Schedule  Transactions
Date Day Cat Start Stop Reg oT1 oT2 OT3  Unpaid Dollar 5 [2]
11/04/15 M 07 :0€ 1€: 2| 8.00 1._00 ~
11/05/15 Tue WORK 07:0€ |IL| 12: 5.37
11/95/15 Tue WORK 12:-22 15:52 |00 Z.38 1.04a
11/0&/15 Wed WORK 0€:55 |IR| 07:34 0.57 .
11/08/15 Wed WORK 07:34 07:44 0.17 .
11/0&/15 Wed WORK 07:-44 1£:-00 T-27 1.00a
11/07/1% Thu WORK O0g:53 |IR| 14:0& |0OR| 2.00 1.0a
11/08/15 Fri WORK 07:05|ID| 15:54 |0oD| 7.&7 1.00a
11/11/15 Mon WORK 07:03 |ID| 1Z2:50 5.75 .
11/11/15 Hon WORK Z:50 16:-05|0B| 2_17 1.00a
11/12/15 Tue WORK Og:53 | IR 1l4:4% £.77 1.0a
11/12/15 Tue WORK l4:-4¢ 16:-05|0B| 1.23 .
11/13/15 Wed WORK 07:08 |IL| 1607 |0OR| 7.75 1.0a
11/14/15 Thu WORK 07:04 |ID| 05:4% Z.g8 .
11/14/15 Thu WORK O05:-4¢ 15:57 |00 4.58 . . . 1.0a . v
[Auto Processing) | Show Schedule | Approve | Pay Periods back é@ L1
From 11/04/2019 to11/17/2012
110442019 11/06/20019 1140642019 110742019 11/08/2019 11/08/2019 1140/2019 ) Totals
Feg 8.00 775 8.00 8.00 7.E7 0.0n 0.0n avs
0.00 000 0.00 0.00 0.00 0.0a 0.0a 0.0a
0.00 0.00 0.00 0.00 0.00 0.on 0.on 0.on
0.00 000 0.00 0.00 0.00 0.0a 0.0a 0.0a
Unpaid 1.00 1.00 1.00 1.00 1.00 0.on 0.on 10.00
Dallar 0.00 0.00 0.0 0.0a 0.00 0.aa 0.aa 0.aa
|SR_Eprocess | |j5dd Trans | |Edit,fﬁdd Start | | Editfadd Stop | | Multiple Misc. | Erom Schedule

Add, edit or delete the transaction as needed. For more information on these tasks, see Adding and
Editing Transactions and Deleting a Transaction.

The Schedules Tab and Transaction tab will also be available to view and edit. See Employee
Schedule Tab and the Employee Transactions Tab.
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Status Board

The Status Board screen is a useful tool that displays the last punch recorded for each employee
within a certain time range (for example, in the last 18 hours). This is an excellent way to find out
the current whereabouts of your employees. The data displayed in the screen is for information
purposes only and cannot be edited.

NOTE: If an employee has not punched within the time range specified no data will appear next to
his or her name.

Click the Daily Operations menu, Status Board. The Status Board screen will open.
You may select a specific type of status to view or select All to display each status available.

Status Board
fﬁ
Out(1) Working (3) Lunch(1} Break(0) All(5)
MNumber it MName Out  Working Lunch Date and Time Clodk Key Prompt Data 1 Data 2 Data 3 Data 4 »
00001 5 44| : L /201907.00 [001  [*  |CLOCKED IN
0nooz MCGRANOR MICHELE @ Thu12/19/201901:00 01 # |CLOCKED OUT
00003 KAMATS.SHARON ® Thul12419/20190701 01 4 |OUT FOR LUNCH
00004 CHRISTEMSEM ELIZAR L) Thu12/19/20190700 001 | *  CLOCKED IM
00005 BORTZ.AUTUMM e Thu12M19/20190700 001 |*  CLOCKED IMN

W

5 Employees Listed

Hoursback| 18.00] @Al (OPunches (ONo Punches Group |ALL GROUDS | Division |ALL DIVISIONS |

Refresh every seconds | &Eﬂ'nt | Close |
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The Status Board screen contains the following information:

Setting Defintion

Number Displays the number of the employee.

Name Displays the name of the employee.

Out, Working Explains the status of the employee. Shows by displaying a colored square

and Lunch in the appropriate status box.

Date and Time Displays the date and time of the last punch recorded.

Clock Displays the clock at which the punch occurred.

Key Displays the function key on the clock pressed.

Prompt Displays the prompt associated with the function key pressed.

Data Displays the code for any data that the employee was prompted to enter.
For example, PRD1 for per diem, TIP1 For tips, etc.

Hours Back Enter the number of hours in the past you wish TA100 Pro to look for the last
punch. The default is 18 hours, indicating that the Status Board screen will
show all transactions that have occurred in the last 18 hours.

All Select this option to display all employees, regardless of whether they have
punched within the Hours Back time range.

Punches Select this option to display only employees who have punched within the
Hours Back time range.

No Punches Select this option to display only employees who have not punched within
the Hours Back time range.

Group Select a Group to only view employees assigned to that Group.

Division Select a Division to only view employees assigned to that Division

Print Button Print the Status Board report.

Click Close to exit the Status Board window.
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Task Organizer

The Task Organizer is an extremely useful tool that allows the user to walk through the necessary
steps that should be performed for a specific period of time, such as Daily, Monthly, Annual,
Payroll and System Setup.

Click the Editmenu, TaskOrganizer. The Task Organizer screen will open.

Task Qrganizer

Daily Tasks

The checklist below will walk you through the necessary steps that should be performed

TA.l 00 - on a daily basis.

Completed?

Daily Tasks

Poll Time Clocks
Monthly Tasks

Fix Missing Punches and Absences

Annual Tasks

Payroll Tasks

System Setup

The Task Organizer screen contains the following links:
Daily
Monthly
Annual
Payroll

System Setup




Global Commands

This sectiondescribes commands and tasks thatcan be performed formany employees at
once. These tasks include Global Message Assignment, Transactions and Details.

W

File = Daily Operations | Reports  System Setup  Communications  Help
B Approval Editor...
4B Employee...
@ Status Board...
ﬂ Task Qrganizer...

COEZIN]  \esseoe Assignment..

Benefit Accruals 4 Transactions...
Details...

Selecting Employees in Global Operation Dialog Boxes

The method of selecting employees is the same in nearly all of the Global Operation (as well as the
Report Parameter) dialog boxes. For ease of use, the technique is described here and referenced in
the instructions below.

There are four ways to select employees: Individually, Globally, by Group, and by Division.

agaoz MOGRANCR, MICH
aaao3 ERM2TS, SHRROH
0aoo4 CHRISTENSEHN,E
_____ ! Add all
00aos BORTZ , AUTUMN
Remave
Remawve &l
W W
5 Available 0 Selected

Group || Division Details ook
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Select Employees Individually

Select the Employee you wish to choose.
Click the Add button. The employee will appear in the Selected list on the right.

Select Employees Globally
Click the Add All button. All employees will appear in the Selectedlist on the right.

Select Employees by Group
Click the Group button. The Group Selection dialog box will open.

SELECT
From| 0oL Time Emerica, Inc. Drow|
To|aoz Time America, Inc. Zdn -

ggancel |

Use the drop-down to select in the From box to select the first Group you wish to choose.

Use the drop-down to select in the To box to select the first Group you wish to choose. (TIP: To
choose a single group, select the same Group in both boxes).

Click OKto accept the changes and return to the dialog box. All employees in the selected Groups
will appear in the Selected ist on the right.

@OO PRO
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Select Employees by Division

Click the Division button. The Division Selection dialog box will open.

Division Selecti

------

1 1

1 1

1 1

1 1

| T

SELECT
From| 0000 Synel-Zmericas |
Tol-j-j-j]_ Division Ari=zcna ;I
ggam:el |

Use the drop-down to select in the From box to select the first Division you wish to choose.
Use the drop-down to select in the To box to select the first Division you wish to choose.

TIP: To choose a single Division, select the same Division in both boxes).

Click OK to accept the changes and return to the dialog box. All employees in the selected Division will
appear in the Selected list on the right.

Global Message Assignment

Global Message Assignment allows you to create a customized message that will display when
employees punch at the clock. This is an easy way to send the same message to multiple employees at
once. For example, you might send a message that says "Welcome" or display the employee's name
after punching.

Click the Daily Operations menu, Global, Message Assignment. The Global Message Assignment dialog
box will open.




Global Commands

agaoaz MCOERANCR, MICH
00003 ERMATS, SHRRON
0004 CHRISTENSEN,E
000as BORTZ, RUTUMN
]
5 Available
| Group | | Divisiar |

I
Add all
Eemove
Remove &l
Y]
0 Selected

Select the employee(s) to whom you wish to send the message using the techniques described

above (see Selecting Employees in Global Operation Dialog Boxes).

Click the Details button. The Global Message Assignment Details dialog box will open.

Global Message Assignment Details
001 Demc Taszol I
785 785
EC B CLOCE
Add al
Remove
Remove &l
W W
[+] Default message to Mame Message |
v

Select the clock(s) to which the message should be sent by click Add to select a single clock, or Add

All to select all clocks.

Check Default message to Employee name or enter the Message you wish to send. The Message can
be up to 20 characters long (this is the maximum number of characters that can display on the LCD

panel of the clock).

Click OK to commit the changes and return to the Global Message Assignment dialog box.

Click OK to send the message. The message will display to employees after it is uploaded to the clock.

Click Close to exit the dialog box.
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Global Add Transaction

Global Add Transaction allows you to add a transaction of any type for multiple employees. This can
be used to clock all employees out at a certain time, enter vacation or sick time for multiple
employees, etc.

Click the Daily Operations menu, Global, Transactions. The Global Add Transaction dialog box will
open.

Global Add Transaction

PR
00003 ERMLTS, SHARON
00004 CHRISTENSEN,E
_____ ! Add all
010005 BORTZ , AUTUMN

Remowve

Femove &l
v Y]

5 Available 0 Selected

| wow | [ owsn | [ anch o

Select the employee(s) you wish to assign using the techniques described above (see Selecting
Employees in Global Operation Dialog Boxes).

Click the Punch button. The Global Add Transaction Details dialog box will open.

Date and Time

E == Funcion| *  CLOCEED In ™)
s TR e o seee s 5
| Override Round |

| Override Automatic Lunches and Breaks |

| | Edcancel

Fill in the settings as described in the Adding and Editing Transactions section.

Click the OK button to commit the changes and return to the Global Add Transaction dialog box.
Click OK again to complete the entry.

Click Close to exit the dialog box.
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Global Details

Global Details allows you to assign employee details. This can be used to assign Divisions, Groups,
Holiday Groups, Accrual Rule, and activate PC Clock.

Click the Daily Operations menu, Global, Details. The Global Add Details dialog box will open.
Global Detail Assignment

00002 MOGRANOR, HICH
Qo003 KAMATS, SHARON
Qo004 CHRISTENSIN, I
Qo003 BORTZ, RUTUMN
W v
4 Available 1 Selected

| e [ oween [ pems | | oo

Select the employee(s) you wish to assign using the techniques described above (see
Selecting Employees in Global Operation Dialog Boxes).

Click the Details button. The Employee Details dialog box will open.

Employee Details
| Qo000 Synel-Emericas |
[Jupdate Group | NO GROUP ASSIGNED ~ |
[Jupdate Holiday Group | LLL HOLIDLYS o]
[Jupdate Accrual Rule | NO ACCRUAL RULE DEFINED ~ |
[Jupdate PC Clodk Use PC Clock

Select all areas that apply and that you want to assign for selected employees.

Click the Close button to commit the changes and return to the Global Detail Assignment dialog box.
Click OK again to complete the entry.

Click Close to exit the dialog box.




Reports

TA100 Pro has more than 300 available reports. In the interest of brevity, this section will focus
onthe concepts and techniques associated with running reports and listings rather than on
the specifics of running every one of the reports.

Listings are a type of report that "lists" the items and settings in your TA100 Pro database.
Listings are good to print for reference information. Examples are listings of Departments,
Policies, Rounding rules, Clocks, etc.

I‘Ih‘IEIJPm—TnnEAmﬂ'icahc.

File Daily Operaticns = Reports | System Setup  Communications  Help

Company Favorites
Period Reports..,
Weekly Reports..,
Daily Reports...
Payroll Exports...
Listings...

Location

Important Information on Printing Reports

TA100 Pro prints reports to the printer that is currently defined for the program under File, Print. By
default, this is the same as the Windows default printer. If you wish to choose a different printer,
you must make the change prior to running the report, as the Report Print command sends the
report directly to the printer without prompting you to choose a printer.

The following instructions describe how to change your TA100 Pro printer.

@OO PRO
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Configure Printer
Click the File menu, Print. The Print Setup dialog box will open.
Printer ? x
Prirter
Name:  Microsoft Print to PDF v
Status:  Ready

Type: Microsoft Print To PDF
Where: PORTPROMPT:
Comment:

ok [ o

Using the Name drop-down box, select the pre-defined printer to which you wish to print.

Click OKto commit the changes and exit the dialog box. The TA100 Pro printer will be changed and
reports will now print to it.

RunningaReport

The basics of running reports are the same from report to report. Some reports may prompt for
additional information that is particular to that specific report, but most have standard settings.

The Reports are organized into categories to make them easier to find. The categories are:

Period: Timecards, Who's Scheduled, Coverage, and other Period oriented reports.
Weekly: Weekly Hours, Attendance, Approaching Overtime, Weekly oriented reports.
Daily: Who's in, Who's not in, Daily Hours, and other Daily oriented reports.

Payroll Exports: Runs the Payroll Export.

Listings: Lists and setup definitions for your TA100 Pro configuration.

Most reports can be run by Range (allowing you to select a range of items or employees) or
Individual (allowing you to selecting individual employees or groups of employees). Both methods
are described below.
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Running a Report by Range

Click the Reports button ! to display the report categories.
Select the category in which you wish to search. The Select Report list for that category will appear.
NOTE: The Location feature allows you to move a report from one report category to another.

#

Tirme Ca
Company Favorites Time Card [One per Page]

Time Card [Ore Line]

Period Tirme Card [One Line TA200]
Time Card [Categaory Surmmary)
Weekly Time Card [Dept]

Time Card [Dept. Cat. Summary]
Daily Tirme Card [Dept. Summarny)
Time Card [Differential]

Exports Tirme Card [weekly)

— Time Card [Dff. Cat. Surmmary) ek
Listings Hours Name
Shift Surmmary
| Inapproved Timecards
Wwho's Scheduled
Approved Timecards
Coverage
Individual Schedule
Employes \Wage
|ndividual Schedule with Dept
E mployee ‘wage with Category W

(@ Ranges () Individuals

Run || ngse |

=)@ (8 (38| 5

Select the report you wish to run.
Select the Ranges option.
Click the Run button. The Report Parameter Selection dialog box will open.
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Tirme Card Parameter Selection
(@) Pay Period PayPeriodsBack 0 |v|  Start Mon
O specil Stop Sun
o= o Clroecsing
(O Today Period [“1Reprocess
Employees O Active CiInactive (@) All
Employees @ al (O)Range [oooo1 sanf) To [oooos sox |
Departments ®al (CJRange [z cus[) To [z |
Divisions @al (ORange [oooo synlel| To [oo0L Divigl
Groups @ al (O Range [@ox Timle] To [ooz Tim[l

Fill in the settings as appropriate:

Setting Defintion

Pay Period Select this option to run the report for a pay period. You will need to fill in
the rest of the pay period options that become available when the option is
selected.

Policy: Select the policy that contains the pay period definition you wish to
use.

Pay Periods Back Enter the number of pay periods in the past for which to run the report
Verify the dates shown in the Start and Stop fields.
TIP: Entering 0 will run the report for the current pay period.

Select Click this button to select the Policy that contains the pay period definition
you wish to use.

Policy Displays the number of the selected Policy

Period Displays the pay period frequency (weekly, biweekly, etc.).

Special Select this option to enter the date range manually.

Start The purpose of this field changes depending upon which Date Range option

has been chosen.

If Special is chosen, enter the first date you wish to display on the report.

If Pay Period is chosen, this field will display the first date of the selected
pay period.

If Yesterday or Today are chosen, this field will display Yesterday or Today's
date.
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Fill in the settings as appropriate:

Setting Defintion

Stop The purpose of this field changes depending upon which Date Range
option has been chosen.

If Special is chosen, enter the last date you wish to display on the report.
If Pay Period is chosen, this field will display the last date of the selected

pay period.
If Yesterday or Today are chosen, this field will display Yesterday or
Today's date.

Yesterday Select this option to choose yesterday's date.

Today Select this option to choose today's date.

Forecasting Check this box to include hours forecasted from schedule (not worked yet)

on the reports.

Reprocess Check this box to reprocess punch information prior to running the report.
NOTE: This significantly slows down the running of the report and is
unnecessary if you already have AutoProcessing turned on.

Employees Select which type of employees you wish to be included on the report.
Active: The report will print only Active employees.

Inactive: The report will print only Inactive employees.

Both: The report will print both Active and Inactive employees.

All Check All to indicate that you wish all items in a collection to be printed.
Range Check Range to indicate that you wish to choose a range of items.
Employees Select the employees for whom you wish to print the report. If you have

chosen Range, select the starting and ending employees. TA100 Pro will
print all employees between the selected individuals (inclusive).

Departments Select the Departments for which you wish to print the report. If you have
chosen Range, select the starting and ending Departments. TA100 Pro will
print employees in all Departments between the selected items
(inclusive).

Divisions Select the Divisions for which you wish to print the report. If you have
chosen Range, select the starting and ending Division. TA100 Pro will print
employees in all Divisions between the selected items

(inclusive).

Groups Select the Groups for which you wish to print the report. If you have chosen
Range, select the starting and ending Groups. TA100 Pro will print employees
in all Groups between the selected items (inclusive).
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When all settings are complete, click OK to proceed to the Additional Reporting Parameters dialog

box.

Additional Reporting Parameters

iR

g1 ]

]

STATUS

Gl  @sab ®sat
(CIFul time (CIPermanent I Hourly
{IPart time () Temporary () s5alary
SORTBY

(®) Mumber () Name

GR.OUP BY

@ Mone O Department O Division O Group

OUTPUT TO
Screen ClPrinter [File
CIE-mail CJE-mail (Employee)

L Y e |

The Additional Parameters dialog allows you to further filter and group report data. Fill in the
settings as appropriate:

Setting Defintion

Status These settings allow you filter which employees' data will be printed.
Full Time/Part Check Full Time to print only employees whose Status is Full Time.
Time/Both Check Part Time to print only employees whose Status is Part Time.
Check Both to print both Full Time and Part Time employees
Permanent/ Check Permanent to print only employees whose Status is Permanent.
Temporary/Both Check Temporary to print only employees whose Status is Temporary.
Check Both to print both Permanent and Temporary employees.
Hourly/Salary Check Hourly to print only employees whose Status is Hourly.
Check Salary to print only employees whose Status is Salary.
Check Both to print both Hourly and Salary employees.
Sort By Select the setting by which you want employee records to sort. The options
are Number (Employee ID Number) or Name.
Group By Select the setting by which you want employee records to group (organize).
The options are None, Department, Division and Group.
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Setting Defintion

Output To Select the media to which you wish to output the report. The options are:
Screen: The report will preview on screen. You are then able to print from
the preview.

Printer: The report will be sent directly to the printer.

File: The report will be sent to a FoxPro report file.

Email: The report will be sent via email. If you choose this option, you will be
given an additional screen to enter the email recipients. (See Emailing a
Report).

Email (Employee): Each employee included will be emailed only the portion
of the report with their hours. Itis sentto the email address defined on the
Employee Details tab.

When all settings are complete, click the OK button to run the report.

NOTE: Some reports may prompt for additional information particular to the specific report at this
point. You may also be prompted for Email recipient information, if you choose to send the report via
email.

The report will output to your choice (Screen, Printer, File or Email.)

After receiving the report, click the Close button until you have exited all the dialog boxes.

Running a Report by Individual

5
Click the Reports button ~  to display the report categories.
Select the category in which you wish to search. The Select Report list for that category will appear.

NOTE: The Location feature allows you to move a report from one report category to another.
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Time Card

* Company Favorites Time Card [One per Page]
Time Card [One Line)
EI Period Tirne Card [One Line TA200)
Time Card [Categon Summary)
EI Weekly Tirne Card [Dept]
Timne Card [Dept. Cat. Summary)
E‘j Daily Tirne Card [Dept. Surnmmary)
3 Tirne Card [Differential)
Exparts Tirne Card [wWeek|y]
Time Card [Diff. Cat. Summary] i
@ Listings Hours Mame
Shift Surmmany

Unapproved Timecards

Who's Scheduled

Approved Timecards

Coverage

Individual Schedule

Employes “Wage

Individual Schedule with Dept

Employes 'wage with Categom W

(Ranges (@) Individuals
e ] (o=

Highlight the report you wish to run.
Select the Individuals option.
Click the Run button. The Report Parameter Selection dialog box will open.

(@) Pay Period Pay Perinds Back Start [12/15/2019 28] Man
() Special Stop |12/29/2019 |HE| Sun
() Yesterday Policy 001 [IForecasting
() Today Period |Biweekly [ reprocess
Employees () Active (OInactive (@ Al
Add all 00002 MCERANOR, MICHELE
00003 KAMATS, SHARON
Department oooo4 CHRISTENSEN,ELIZ
00005 BORTZ, AUTUMN
Division
Group
W W
0 Available 5 Selected
[o]4 I E Close |
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Fill in the settings as appropriate:

Setting Defintion

Pay Period Select this option to run the report for a pay period. You will need to fill in
the rest of the pay period options that become available when the option is
selected.

Policy: Select the policy that contains the pay period definition you wish to
use.

Pay Periods Back | Enter the number of pay periods in the past for which to run the report
Verify the dates shown in the Start and Stop fields.
TIP: Entering O will run the report for the current pay period.

Select Click this button to select the Policy that contains the pay period definition
you wish to use.

Policy Displays the number of the selected Policy

Period Displays the pay period frequency (weekly, biweekly, etc.).

Special Select this option to enter the date range manually.

Start The purpose of this field changes depending upon which Date Range option

has been chosen.
If Special is chosen, enter the first date you wish to display on the report. If
Pay Period is chosen, this field will display the first date of the selected pay

period.
If Yesterday or Today are chosen, this field will display Yesterday or Today's
date.

Stop The purpose of this field changes depending upon which Date Range option

has been chosen.

If Special is chosen, enter the last date you wish to display on the report.
If Pay Period is chosen, this field will display the last date of the selected
pay period.

If Yesterday or Today are chosen, this field will display Yesterday or
Today's date.

Yesterday Select this option to choose yesterday's date.

Today Select this option to choose today's date.
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Defintion

Forecasting Check this box to include hours forecasted from schedule (not worked yet)
on the reports.

Reprocess Check this box to reprocess punch information prior to running the report.
NOTE: This significantly slows down the running of the report and is
unnecessary if you already have AutoProcessing turned on.

Employees Select which type of employees you wish to be included on the report.
Active: The report will print only Active employees.

Inactive: The report will print only Inactive employees.

Both: The report will print both Active and Inactive employees.

Select the employee(s) for whom you wish to run the report.
There are four ways to select employees: Individually, Globally, by Group, and by Division.

Select Employees In Reports

Select Employees Individually

Double-click the Employee you wish to choose. The Employee will be added to the Selected list on
the right.

Select Employees Globally

Click the Add All button. All employees will appear in the Selected list on the right.
Select Employees by Group

Click the Group button. The Group Selection dialog box will open.

Tﬂliil Time America, Inc. Prc;l

¢ oK | _ggancel |
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Use the drop-down to select in the From box to select the first Group you wish to choose.

Use the drop-down to select in the To box to select the first Group you wish to choose. (TIP: To
choose a single group, select the same Group in both boxes).

Click OK to accept the changes and return to the dialog box. All employees in the selected Groups
will appear in the Selected list on the right.

Click the Division button. The Division Selection dialog box will open.

Select Employees by Division

Click the Division button. The Division Selection dialog box will open.

TﬂIDDDD Svnel-Emericas _vl

¢ oK | ggancel |

Use the drop-down to select in the From box to select the first Division you wish to choose.

Use the drop-down to select in the To box to select the first Division you wish to choose. (TIP: To
choose a single Division, select the same Division in both boxes).

Click OK to accept the changes and return to the dialog box. All employees in the selected Divisions
will appear in the Selected list on the right.
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When all settings are complete, click OK to proceed to the Additional Reporting Parameters dialog

box.

Additional Reporting Parameters

= _-,
=

STATUS

C @sath @sath

(CIFull time () Permanent () Hourly

() Part time () Temporary () salary

SORT BY

(®) Number (IMame

GROUP BY

@ MNone O Department O Division O Group

OUTPUT TO
Screen [Printer [CIFile
CJE-mail []E-mail (Employee)

x| [ Qo

The Additional Parameters dialog box allows you to further filter and group report data. Fill in the
settings as appropriate:

Setting Defintion

Status These settings allow you filter which employees' data will be printed.
Full Time/Part Check Full Time to print only employees whose Status is Full Time.
Time/Both Check Part Time to print only employees whose Status is Part Time.
Check Both to print both Full Time and Part Time employees
Permanent/ Check Permanent to print only employees whose Status is Permanent.
Temporary/Both Check Temporary to print only employees whose Status is Temporary.
Check Both to print both Permanent and Temporary employees.
Hourly/Salary Check Hourly to print only employees whose Status is Hourly.
Check Salary to print only employees whose Status is Salary.
Check Both to print both Hourly and Salary employees.
Sort By Select the setting by which you want employee records to sort. The options
are Number (Employee ID Number) or Name.
Group By Select the setting by which you want employee records to group (organize).
The options are None, Department, Division and Group.




Reports

Setting Defintion

Output To Select the media to which you wish to output the report. The options are:
Screen: The report will preview on screen. You are then able to print from
the preview.

Printer: The report will be sent directly to the printer.

File: The report will be sent to a FoxPro report file.

Email: The report will be sent via email. If you choose this option, you will be
given an additional screen to enter the email recipients. (See Emailing a
Report).

Email (Employee):Each employee included will be emailed only the portion
of the report with their hours. It is sent to the email address defined on the
Employee Details tab

When all settings are complete, click the OK button to run the report.

NOTE: At this point some reports may prompt for additional information particular to that specific
report. You may also be prompted for Email recipient information, if you choose to send a report via
email.

The report will output to your choice (Screen, Printer, File or Email.)

After receiving the report, click the Close button until you have exited all the dialog boxes.
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On Screen Report Preview

If you chose to output the report to Screen, a Report Preview window will open. This window will
display the report as it will be printed and allows you to print directly from this window.

Run the report of your choice, selecting Output to Screen. See Running a Report, The Report
Designer window for the selected report will open to preview your report.

[ — =
. Report Designer - timecard.frx - Page 1 - TA100 Pro - Time America Inc.
File Daily Operations Reports System Setup Communications Help

Ordered by Code Synel-Americas Thursday 12492019
o728
Date range: 121652019 - 12292018 TIME CARD REPORT Page 1

Code Hame

oo SAL A T AM| ** Thiz employee has missing punches in the selected date range. ***
DATE DAY CTGY. START STOP HOURS REG om 012 0713 UHPAID TOTAL DOLLAR

12ME2019 MON WORK o700 16:00 9.00 .m0 1.0 .00
12072019 TUE  WORK 0700 16:00 9.00 g8.m 1.00 9.00

ABSENT 121852019 WED o700 16:00 0.0 000

1M MChY 1201972019 THU 0700 0.m 0.00
12232019 MOM WAC OE: 57 §.00 .00
121262019 THU  vac 06:57 1 5.0 §.00
12272019 FRI WAL 06:57 g8.m 8.00

EMPLOYEE TOTALS 40,00 | 1 1 20m 4200

E MP LOYEE SUPERVISOR
Code Hame:

o000z MCGRANOR, MICHELE *** Thiz employee has mising punches in the selected date range. ***
DATE DAY CTGY. START STOP HOURS REG oM oT2 0T3 UHPAID _TOTAL DOLLAR
ABSENT 12M6/2019 MON 16:00 01:00 0.00 0.00
ABSEMT 121772019 TUE 1600 01:00 0.0 Q.00
121082019 WED WORK 16:00 01:00 | 8.0 | 9.00
1M RO 121902019 THU 16:00 0.0 000

EMPLOYEE TOTALS .00 R ! ! ! 9.00

- =
RIS =3
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The Report Preview window contains several tool buttons. Reading from left to right, these are:

Seting ——— befmin

First Page Click this button to navigate to the first page of a multi-page report.

Previous Page Click this button to navigate to the previous page in a multi-page report.

Go To Page Click this button to enter the page to which you wish to go.

Next Page Click this button to navigate to the next page in a multi-page report.

Last Page Click this button to navigate to the last page of a multi-page report.

Zoom Use this box to change the zoom percentage of the report to show more or
less of the report on screen.

Close Preview Click this button to exit the Report Preview

Print Click this button to print the report to the printer currently selected
under File, Print. (See Important Information on Printing Reports).

Click the Close Preview button to exit the Report Preview screen.
Click the Close button until you have exited all the dialog boxes.
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Emailing A Report

TA100 Pro allows you to email reports in Adobe Acrobat format using the email program currently
configured on your computer. TA100 Pro will attach the report to an email and place it in the outgoing
email queue of your email program. Your email program will then be responsible for sending the
email. The title of the email will be the same as the report you have chosen, and the text of the
message will include the date and time at which the report was run.

When you output a report to email, you will be asked to fill in the email addresses of the recipients.

Run the report of your choice, selecting Output to Email. (See Running a Report) The Email Recipients
dialog box will open.

E-mail Recipients

X

Jack Jch n ~ ]
John Doe
Tim Smith
W
Remaove
~
W
Remaove
A
W
e Remove

o
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Fill in the settings as appropriate:

Setting Defintion

Recipient List Displays a list of the recipients to whom you've sent reports to in the past.

Add Button Click this button to add a new recipient. You will be prompted to enter the
person's name and email address.

Edit Button Click this button to edit an existing recipient's information. You will be
prompted to enter the person's name and email address.

Delete Button Click this button to delete an existing recipient's information.

To Button Click this button to add the selected recipient to the To: field of your email.

CC Button Click this button to add the selected recipient to the CC: (Carbon Copy) field
of your email.

BCC Button Click this button to add the selected recipient to the BCC: (Blind Carbon

Copy) field of your email.

Remove Button Click this button to remove a recipient added in error.

When all recipients are added, click the OK button to send the email. You will see a "Processing email
message, but the email will not appear on screen.

After the email is processed, click the Close button until you have exited all the dialog boxes.

You can view the sent email from the sent mail folder of your email program (for example, MS
Outlook's Sent Items folder. The email will appear something like this:

% TIME CARD REPORT - Message (Plain Text) =1l x|
JFlIe Edit View Insert Format Tools Actions Help |
| AR ru|EEEEEEE—
J-send|u§|a¢ R0 |met Ly o, A7),
|ﬂ This message has not been sent,
Ta... | I‘ade\er@timeamerica‘com'
o ||
Subiject: ITIME CARD REPORT
Attached is the Time Card Report that was run at 08/25/2001 05:05:48. ;I

2

Timecard,pdf
(13KE)




Terminal Configuration

This section covers the concepts and tasks associated with setting up clocks. For each clock,
the following parameters must be defined:

e Communication Type (RS232, RS485, or Ethernet)
e PC Comm Port used for communication

e Baud Rate

o Default Levels

o Bell Schedule (if applicable)

File Daily Operations Reports  System Setup  Communications  Help

"". Poll...
o Auto Process...

Set Date and Time...
Poll Flash...
TAS00...
TAGDD...
TA715...
TA45...
TATTT...
TATTTA..
TA785...
TA805...
TAZ10...
5Y110...
SY310...
5Y5920...

TASC...
TAZODD...
Hand Reader...

ATS Series...

TA100 rro
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Types of Connections

Synel Americas clocks are capable of communicating in one of three different ways:

e The Director RS-232 serial port solution is designed for a single, short-range terminal. The
terminal should not be placed beyond 50 feet of shielded wire from a PC. Each terminal requires
its own serial connection to a PC using an RS-232 serial port.

e The LAN or RS-485 solution is designed for a direct connection, long-range, single or multi-
terminal system. RS-485 allows up to 32 terminals to be networked to one PC serial port,
creating a Local Area Network (LAN). Each terminal is connected to a LAN distribution box.
These boxes connect to the Polling PC with two conductor-shielded cable. The total length of
the serial connection can be as much as 5000 feet (almost 1 mile). Each terminal is identified
using a unique ID.

NOTE: The computer that polls the clocks will need a modem in order to call the clock. Synel
Americas recommends U.S. Robotics modems, as they are capable of communicating with the clock
at the 1200 and 2400-baud rates required.

e The Ethernet connection is designed for Local or Wide Area Networks using the TCP/IP protocol.
The terminal is connected to the network through a hub, just like any other computer on the
network.

As part of the configuration of the clock, you will choose the type of connection for each clock. The
configuration dialog box will prompt you for information specific to the type of connection you have
chosen.

TATT7/A & TA785 Series

Configuration of the TA777/A Series (including TA777/A and TA785 Series) time clocks is virtually
identical. For this reason, they are combined into one section.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an existing
clock’'s parameters when adding a new clock. This eliminates the need to re-enter an entirely new
clock configuration.
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Configure a TA777/A [TA785 Series Clock

Click the Communications menu, Configure, TA777/A or TA785. The Configure Clock dialog box
will open. The dialog box contains several tabs, all of which are described below.

Cenfigure TATE5 Series Clocks
785 erall Configure  Assignments
785
T Code Description | 785 | [] Active
Readers () None (®) Finger
Communication Lan
Path | Direct [RS232) & Baudrate | 19200 |
Port | COM 1 Serial Baud | 19200 LANID [ o]
Misc,
Time difference between computer and dock Ethernet
Division | 0000 Synel-Americas | IP Address |192,153.1.200
Supervisor IF Port [3734
[Jpefault date Modem
[] pefault Time
Iout Baud rate | 19200 |
npu
Employee badge Phone number | |
Initial source source by supervisor Startfstop answer |00 :00/ - [23:59
Swipe or Prox Swipe or Prox .
Ring delay
[key [key
1listed [J&ar code [JBar code Number of retries IE‘
Code Mame
Show Inactives (i.‘_.
| ok || cancel |

The General tab defines the communication and general operation settings and contains the

following information:

Setting Defintion

Code

This is a required field. Enter a unique code (up to 4 characters) to identify
the clock. Once defined, this code cannot be changed.

Description

Enter a description of the clock. This description will be seen in the system
and on reports. This field can be used to describe the clock type and it's
location in your facility (i.e. TA715 In BUILDING TWO). The clock description
can be up to 30 characters long.

Active

Click the Active check box to indicate that the clock is currently in use.
Uncheck this box if the clock is not being used at this time.
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Setting Defintion

Readers None or
Finger

THIS WILL ONLY SHOW FOR THE TA780 SERIES
Only select finger if the clock will accept fingerprints.

Path Select the type of connection this clock will use. The options are:
Direct (RS232), LAN (RS485) and Ethernet (External)
For more information on these connections, see Types of Connections, page
198.

Port Select the communications port on your computer that will be used
to communicate with the clock. The factory default is COM 1.

Serial Baud This is the Direct connection (RS232) in the Communication Path field.

e RS232 Baud = 19200 for all clocks

Lan These settings become available when LAN has been chosen as the
communication type in the Communication Path field.

Baud Rate The default is 19200 baud. Make sure the baud rate selected here matches
the baud rate defined at the clock. All clocks use 19200 for LAN.

LAN ID Enter the clock’s unique identification number in this field. This number
provides a way for the system to distinguish between individual clocks. Any
one-character (alphabetic or numeric) ID may be used. Make sure the LAN
ID defined here matches the LAN ID defined at the clock.

Ethernet These settings define how an Ethernet clock will communicate with
TA100Pro.

IP Address Enter the IP address assigned to the timeclock. DO NOT enter leading zeros.

IP Port Displays the port the timeclock will talk to the computer on. The defaultis
3734. If changed, must also be changed in the clock or communication
failure will occur.

Baud Rate Select the modem’s communication speed. Make sure the baud rate

selected here matches the baud rate defined at the clock.

Phone Number

Enter the phone number the PC modem must dial to communicate with this
clock. The number must be entered in the following format:

Outside Line Access Code, Wait Symbol, Area Code, Phone Number

If no outside line is required (such as 9), simply enter the phone number.
Omit the area code if not applicable. On most modems, the wait symbol is a
comma (,) typically representing a one second pause. Multiple wait symbols
can be used if necessary.
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Setting Defintion

Start/Stop These fields control the time of day the clock’s internal modem will answer
Answer an incoming call. Enter the modem’s start and stop answer time in military
format (HH:MM).

For example, to set the modem to answer only between 7:00 A.M. and 6:00
P.M., enter 07:00 and 18:00 in the fields provided. The default is 00:00
(midnight) and 23:59 (one minute before midnight). In other words, the
modem will answer any time it is called during the day.

Ring Delay Enter the number of rings that the clock should wait before picking up the
line.

For example, setting the Ring Delay to 4 means that after the clock detects a
ringing phone; it will wait 4 rings before answering. 0 means DO NOT
ANSWER.

Number of Retries Enter the number of times the computer should attempt to connect to the
clock if communication either fails or is interrupted during polling

Time Difference Enter the time difference (in hours) between the computer and time clock.
Between Since the computer can set the clock’s time, this field compensates for time
Computer and zone differences between the computer’s location and the clock’s location.
Clock When the clock’s time is set, the system either adds or subtracts this time

difference from the computer’s clock.
A setting of 0 indicates that the clock and computer are in the same time

zone.

Division Select the company division where the clock is located. Every transaction
entered on this clock is tagged with this division code.

Supervisor These options define supervisor settings for the clock.

Default Date Check this box to automatically use the clock’s current date for transactions

added using a supervisor’'s badge. When this check box is clear, the clock
prompts the supervisor for the date of any new transactions.

Default Time Check this box to automatically use the clock’s current time for transactions
added using a supervisor’'s badge. When this check box is clear, the clock
prompts the supervisor for the time of any new transactions.

Input These settings determine how data can put entered into the clock.

Initial Source Check the applicable check box(es) to indicate the method by which an
employee badge number is entered into the clock.

Swipe The employee's badge number can be entered by swiping a badge.

Key The employee's badge number can be entered by pressing keys on the clock

keypad.
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Setting Defintion

Bar Code The employee's badge number can be entered by scanning a bar code.
Must also select the type of Bar Code badge.

Employee Badge Check the applicable check box(es) to indicate the method by which a

Source By supervisor (in supervisor mode) can enter employee badge number into the
Supervisor clock.

Swipe The employee's badge number can be entered by swiping a badge.

Key The employee's badge number can be entered by pressing keys on the

clock keypad.

Bar Code The employee's badge number can be entered by scanning a bar code.
Must also select the type of Bar Code badge

The Configure tab defines the message and timeout settings and contains the following information:

Configure TAT85 Series Clocks
785
785 Time-Outs Messages
7a5 7a5 For data input m ENTER FUNCTION message ENTER FLUNCTION
To ENTER FUNCTIOM m INVALID SOURCE message INVALID SOURCE
Displayed messages INVALID BADGE message INVALID BADGE
Supervisor guestions INVALID LEVEL message INVALID LEVEL
Error messages Idle message Synel-Americas
Swipe & Go
[Juse Swipe and Go Turn off function keys
[ skip recording of diagnostic and programming info
[ bisplay idle time in military format
Proximity Offset to remove Fadility code @
1 Listed
Code Mame
Show Inactives (;‘. [Ipownload Bell Schedule | 112 =211 e |
| K || @l |
Setting Defintion
Time-Outs These settings determine how long prompts and messages will appear on
the clock's screen.
For Data Input Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a

response to a prompt before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 10.0 means
that the clock will wait 10 seconds for a response after prompting for input.
The default is 60.0 seconds.
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Setting Defintion

To Enter function Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a
response to enter a function before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 5.5 means
that the clock will wait 5%2 seconds for a response after prompting for input.
The default is 20.0 seconds.

Displayed Enter the length of time (from 0.1 to 99.9 seconds) the clock will display any
Messages message before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 1.5 means
that the clock will display messages for 1%2 seconds. The default is 2.0

seconds.
Supervisor Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a
Questions response to a supervisor question before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 30.0 means
that the clock will wait 30 seconds for a supervisor’s response to a question
such as “Employee Badge #”. The default is 90.0 seconds.

Error Messages Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a
response to a supervisor question before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 1.0 means
that the clock will display error messages for one second. The defaultis 1.5

seconds.
Messages These settings define the text prompts for certain operations at the clock.
Enter Function This field allows you to replace the default ENTER FUNCTION message with

a custom message (up to 16 characters in length).
This message is displayed after swiping a badge or entering a badge
number at the clock.

Invalid Source This field allows you to replace the standard INVALID SOURCE message
with a custom message (up to 16 characters in length).

This message will display when an input source is used that the terminal has
been programmed to ignore. For example, the employee uses a magnetic
strip badge to punch In when only keypad entry is recognized.

Invalid Badge This field allows you to replace the standard INVALID BADGE message with
a custom message (up to 16 characters in length).

An INVALID BADGE message displays when a badge or card other than the
specified badge length is used.

Invalid Level This field allows you to replace the default INVALID LEVEL message with a
custom message.

This message is displayed when Validation is used, and an invalid level
number is entered. It cannot be more than 16 characters.
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Setting Defintion

Idle Message Enter the message text that displays on the time clock when in an idle state.
If this field is left blank, no message will be displayed.
It can accept a one-line message thatis up to 16 characters.

Use Swipe & Go Select this feature to activate swipe and go in the clock.
NOTE: The Swipe & Go feature is enabled in the Main Company
configuration screen. See Main Company.

Turn Off Select this feature if the clock will only be used as Swipe & Go. This feature
Function Keys disables all function key access at the clock.

Skip Check this box to skip recording the Diagnostic and Programming

Recording information that display on the Diag Info and Prog Info tabs.

These two files are created and written to each time a clock is
communicated with and programmed using TA100 Pro. This information is
used for troubleshooting communication problems. These files slow the
polling process down, although not noticeably, and can be turned off by
checking the box.

NOTE: Turning off these files will make it difficult to troubleshoot certain
communication problems.

Display Idle Time in | Click this check box to display the clock’s idle time in military format (i.e. a
Military Format 24-hour format). Clear this box to display the clock’s idle time in standard
format (i.e. a 12-hour clock). In both cases, the time is displayed using the
HH:MM:SS format.

Proximity Offsetto | Enter the number of characters defining the Facility code the proximity
Remove Facility Code | badge should not read.

Download Bell Check this box to download a pre-defined Bell Schedule to this clock. This
Schedule option is only available with the Bell Schedule module.

NOTE: This tab will only apply to TA785 Clocks using the fingerprint option. The Assignments tab
lists the employees that can use this clock. This is only necessary if you are using fingerprints with
TA785 clocks.
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Configure TA785 Series Clocks
785 General Configure
785
Code Mame Badge Special Enroll Template
7ah ] e T e - -
_____ SALADRE TAMT a 10 HO Fy
Qoooz HCGRANOR , MICHELE a 2 NO NO
Qo003 ERMARTS, SHARON Qo003 NO NO
Qo004 CHRISTENSEN,ELIZABETH 00004 NO NO
Q0005 BORTIZ, RUTUMN Q0005 ne jite]
v
5 Employees Listed Fingerprint Mode (@) Verify 4 Identify() Identify Only | Division | | Group
1 Listed [ aute assign new templates to this and other docks [] Send only templates that are not already in the dock
Code Mame
Show Inactives Cp | Remove Al | | Add All | | +'“dd | | E‘?Edlt | | xREf_HO"E |
| x| | @ |

The tab contains the following information:

Setting Defintion

Employee Listing Displays a list of the employees that can use this clock. Includes: employee
code, employee name, employee badge number, special enrollment and if
they have a fingerprint template saved.

Fingerprint Mode Verify + Identify — Allows the employee to enter their badge number and the
clock will only check the template for the badge number specified (Verify)
or just place their finger on the reader and the clock will attempt to identify
who the employee is by checking against all templates in the clock
(Identify).

Identify — The clock will attempt to identify who the employee is by checking
against all templates in the clock. Thisis a 1to many validation.

Division Click this button to select employees based on Division. Employees selected
are assigned the default Authority and Verification automatically.

Group Click this button to select employees based on Group. Employees selected
are assigned the default Authority and Verification automatically.

Remove All Click this button to remove all employees currently assigned to the clock.

Add All Click this button to assign all employees to the clock. Employees selected
are assigned the default Authority and Verification automatically.

Add Click this button to select employees individually.
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SY-900 Series

Configuration of the SY-900 Series,time clocks is virtually identical. For this reason, they are
combined into one section.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an
existing clock’s parameters when adding a new clock. This eliminates the need to re-enter an
entirely new clock configuration.

Configure a SY-910 Series Clock

Click the Communications menu, Configure, SY-910. The Configure Clock dialog box will open.
The dialog box contains several tabs, all of which are described below.

Configure 5¥910 Series Clocks
910 General N/A  Assignments
SY-910
Code Descripion |5Y-910 Acti
90 Y80 plen | | Mactue
Communication
IP Address [192.168.1.200 |
IP Port Number of retries | 0
] —
Misc,
Time difference between computer and dock 0
Division | 0000 Synelamericaz |
1 Listed
Code Mame
Show Inactives (Y
T o
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The General tab defines the communication and general operation settings and contains the

following information:

Setting Defintion

Code

Thisis a required field. Enter a unique code (up to 4 characters) to identify
the clock. Once defined, this code cannot be changed.

Description

Enter a description of the clock. This description will be seen in the system
and on reports. This field can be used to describe the clock type and it's
location in your facility (i.e. SY910 In BUILDING TWO). The clock description
can be up to 30 characters long.

Active

Click the Active check box to indicate that the clock is currently in use.
Uncheck this box if the clock is not being used at this time.

Communication

These settings define how an Ethernet clock will communicate with TA100
Pro.

IP Address Enter the IP address assigned to the Etherlink converter. DO NOT enter
leading zeros.
IP Port Displays the port the timeclock will talk to the computer on. The default is

3734. If changed, must also be changed in the clock or communication
failure will occur.

Number of Retries

Enter the number of times the computer should attempt to connect to the
clock if communication either fails or is interrupted during polling.

Password

Enter a password to be used at the clock.

Time Difference
Between Computer
and Clock

Enter the time difference (in hours) between the computer and time clock.
Since the computer can set the clock’s time, this field compensates for time
zone differences between the computer’s location and the clock’s location.
When the clock’s time is set, the system either adds or subtracts this time
difference from the computer’s clock.

A setting of 0 indicates that the clock and computer are in the same time
zone.

Division

Select the company division where the clock is located. Every transaction
entered on this clock is tagged with this division code.




Terminal Configuration

The Assignments tab lists the employees that can use this clock. This is required for using a

biometric clock.

Configure SY910 Series Clocks
910 General N/A Assignments
S5Y-910
310 5v-910
KAMATS , SHERON 00003 Ho 2]
CHRISTENSEN,SLIZABSTH 00004 "o 2]
BORTZ, AUTUMN 00005 Ho 2]
v
5 Employees Listed | Division | | Group
1 Listed [J Auto assign new templates to this and other docks [ ] Send only templates that are not already in the dock
Code MName
Show Inactives (;\, | Remove Al | | Add Al | +'Add | | E?Ed't | | xR.er_nove |

The tab contains the following information:

Setting Defintion

Employee Displays a list of the employees that can use this clock. Includes: employee

Listing code, employee name, employee badge number, special enrollment and if
they have a template saved.

Division Click this button to select employees based on Division. Employees selected
are assigned the default Authority and Verification automatically.
NOTE: If you use this method to choose employees, you may want to Edit
the employee in order to choose another Authority and Verification.

Group Click this button to select employees based on Group. Employees selected

are assigned the default Authority and Verification automatically.
NOTE: If you use this method to choose employees, you may want to Edit the
employee in order to choose another Authority and Verification.

Auto Assign New
Templates to this
and Other Clocks

Check this box to auto assign new templates to this and other clocks
automatically.
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The tab contains the following information:

Setting Defintion

Send Only Templates | Check this box to send only templates that are not already in the clock.
that are Not Already
in the Clock
Remove All Click this button to remove all employees currently assigned to the clock.
Add All Click this button to assign all employees to the clock. Employees selected
are assigned the default Authority and Verification automatically.
NOTE: If you use this method to choose employees, you may want to Edit the
employee in order to choose another Authority and Verification.
Add Click this button to select employees individually. You will be prompted to
select the following:
Authority: The Authority Level defines which clock menus employee can
view or use at the clock. The following options are available: Employee,
Supervisor or Configuration.
Verification: The Verification Level defines the false read threshold.
Configuring PC Clock
Configuration of the PC Clock is done under the TA600 Series time clock. The PC Clock can use
Messaging.

Since multiple clocks can be defined in the TA100 Pro, a copy feature is available to copy an existing
clock’s parameters when adding a new clock. This eliminates the need to re-enter an entirely new
clock configuration.

@OO PRO
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Configure a PC Clock

Click the Communications menu, Configure, TA600. The Configure Clock dialog box will open. The
dialog box contains several tabs, all of which are described below.

Configure TAE0D Series Clocks
PC General Configure
PC CLOCK
Code Description |[glefelele/ | [] Active
PC PC CLOCE L
Revision ()5 (@6
Communication Lan
Path | Direct [AS232) & Baud rate | 15200 |
Port | COM 1 Serial Baud | 9500 LAN ID
Misc., Converter RTS 5D
Time difference between computer and dock |
Ethernet
Division |DIJDD SynelAmencas | 1P Address [132, 153, 1,200
Supervisor IP Port | 2000
Prefix for entry Default date [ ]
Prefix for recall |:| Default Time [_] Modem
Baudrate | 1200
Input
Employee badge Phone number | |
Initial source source by supervisol itart/stop answer : f :
v )
[ 5wipe [ swipe m L Ring delay
[key [key -
1Listed [“1Bar Code []Bar Code Mumber of retries E
Code Mame
Show Inactives ()]
L ok || Qcancel |

The General tab defines the communication and general operation settings and contains the
following information:

Setting Defintion

Code This is a required field. Enter PC for this code.
Description In this field enter PC Clock for the description.
Active Click the Active check box to indicate that the clock is currently in use.

Uncheck this box if the clock is not being used at this time.

Initial Source Check the applicable check box(es) to indicate the method by which

an employee badge number is entered into the clock.

Swipe The employee's badge number can be entered by swiping a badge.

Key The employee's badge number can be entered by pressing keys on the clock
keypad.

Bar Code The employee's badge number can be entered by scanning a bar code.
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The Configure tab defines the message and timeout settings and contains the following information:

Configure TAG00 Series Clocks
PC General Configure
PC CLOCK Time-Duts Messages
FC FCCLOCK For data input  |[Hily ENTER. FUMCTION message ENTER FUNCTION
To EMTER. FUMCTION | 20.0 IMVALID SOURCE message INVALID SOURCE
Displayed messages | 2.0 IMNVALID BADGE message INVALID BADGE
Supervisor questions | 20,0 IMVALID LEVEL message IMVALID LEVEL
Error messages 1.5 Idle message Synel-Americas
Idle display (sec) El Dateftime display {sec) El
Swipe & Go Badges
Highest Swipe & Go number to be used
[Juse Feedbadk Enhancer
[Jskip recording of diagnestic and programming info
[ isplay idle time in military format
Transaction Print
[]Print transactions as they occur Line feed after El
Header line 1 | |
1Listed Header line 2 | |
Code Mame
Show Inactives ,:;\‘, oownload Bell Schedule | 172 k=11 i |
. x| | Qe |
Setting Defintion
Time-Outs These settings determine how long prompts and messages will appear on
the clock's screen.
For Data Input Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a

response to a prompt before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 10.0 means
that the clock will wait 10 seconds for a response after prompting for input.
The default is 60.0 seconds

To Enter Enter the length of time (from 0.1t099.9 seconds) the clock will wait for a
Function response to enter a function before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 5.5 means
that the clock will wait 5%2 seconds for a response after prompting for input.
The default is 20.0 seconds.
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Setting Defintion

Displayed Enter the length of time (from 0.1 to 99.9 seconds) the clock will display any
Messages message before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 1.5 means
that the clock will display messages for 172 seconds. The default is 2.0

seconds.
Supervisor Enter the length of time (from 0.1 to 99.9 seconds) the clock will wait for a
Questions response to a supervisor question before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 30.0 means
that the clock will wait 30 seconds for a supervisor’s response to
a question such as “Employee Badge #”. The default is 90.0 seconds

Error Messages Enter the length of time (from 0.1 to 99.9 seconds) the clock will display any
error message before returning to an idle state.

Time is entered in seconds and tenths of a second. For example, 1.0 means
that the clock will display error messages for one second. The defaultis 1.5

seconds.
Messages These settings define the text prompts for certain operations at the clock.
Enter Function This field allows you to replace the default ENTER FUNCTION message with

a custom message (up to 16 characters in length).
This message is displayed after swiping a badge or entering a badge
number at the clock.
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Configurea SYnergy Series Clock

Click the Communications menu, Configure, SYNERGY.
The Configure Clock dialog box will open. The dialog box contains several tabs, all of which are
described below.

Configure Synergy Series Clocks
SYN General Configure Assignments
SYnergy
Code Description T | (] Active
SYM o S¥nengy
Readers (_) Mone (®) Finger
Communication
I Adtress
SFTP Port
Misc,
Division | 0000 SILVER CRYSTAL SPORTS, IMNC. 2

Input

Initial source Enroll Fingers (Supervisor)

key Key

[IBar Code [Bar Code

Time difference between computer and dock | 0
1 Listed

Code Name
Show Inactives G‘.
ok || Cancel

The Generaltab defines the communication and general operation settings and contains the
following information:

Setting Defintion

Code This is a required field. Enter a unique code (up to 4 characters) to identify
the clock. Once defined, this code cannot be changed.

Description Enter a description of the clock. This description will be seen in the
system and on reports. This field can be used to describe the clock type
and it's location in your facility (i.e. SYnergy In BUILDING TWO). The clock
description can be up to 30 characters long.

Active Click the Active check box to indicate that the clock is currently in use.
Uncheck this box if the clock is not being used at this time.

Readers None or Select Finger if the employees will be using fingerprints to punch.
Finger Select None if the employees will be using badges or the keypad to punch.
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Setting Defintion

Communication These settings define how an Ethernet clock will communicate with
TA100Pro.

IP Address Enter the IP address assigned to the clock DO NOT enter leading zero

SFTP Port Displays the secure FTP port the timeclock will talk to the computer on.
The default is 3735. If changed, must also be changed in the clock or a
communication failure will occur.

Division Select the company division where the clock is located. Every transaction
entered on this clock is tagged with this division code.

Input These settings determine how data can put entered into the clock.

Initial Source Check the applicable check box(es) to indicate the method by which an
employee badge number is entered into the clock.

Swipe The employee's badge number can be entered by swiping a badge.

Key The employee's badge number can be entered by pressing keys on the clock
keypad.

Bar Code The employee's badge number can be entered by scanning a bar code. Must
also select the type of Bar Code badge.

Employee Badge Check the applicable check box(es) to indicate the method by which a

Source By supervisor (in supervisor mode) can enter employee badge number into the

Supervisor clock.

Swipe The employee's badge number can be entered by swiping a badge.

Key The employee's badge number can be entered by pressing keys on the clock
keypad.

Time Difference Enter the time difference (in hours) between the computer and time clock.

Between Clock Since the computer can set the clock’s time, this field compensates for time

and Computer zone differences between the computer’s location and the clock’s location.
When the clock’s time is set, the system either adds or subtracts this time
difference from the computer’s clock.
A setting of 0 indicates that the clock and computer are in the same time
zone.
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The Configure tab defines the message, function key and other settings. It contains the following

information:
Configure Synergy Series Clocks
SsYN General iConfigure; Assignments
S Messages
SYM O STnengy ENTER BADGE message Badge#
INVALID SOURCE message INVALID SOURCE
INVALID BADGE message INVALID BADGE
INVALID LEVEL message INVALID LEVEL
Swipe & Go
[J use Swipe and Go Turn off function keys
[ oisplay idle time in military format
Proximity Offset to remove Fadlity code @
1 Listed
Code Mame
Show Inactives G‘.
| x| cenel
Setting Defintion
Messages These settings define the text prompts for certain operations at the clock.
Enter Badge This field allows you to replace the default ENTER BADGE message with a
custom message (up to 16 characters in length).
This message is displayed after swiping a badge or entering a badge number
at the clock.
Invalid Source This field allows you to replace the standard INVALID SOURCE message with
a custom message (up to 16 characters in length).
This message will display when an input source is used that the terminal has
been programmed to ignore.
For example, the employee uses a magnetic strip badge to punch In when
only keypad entry is recognized.
Invalid Badge This field allows you to replace the standard INVALID BADGE message with
a custom message (up to 16 characters in length).
An INVALID BADGE message displays when a badge or card other than the
specified badge length is used.
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Setting Defintion

Invalid Level This field allows you to replace the default INVALID LEVEL message with a
custom message.

This message is displayed when Validation is used, and an invalid level
number is entered. It cannot be more than 16 characters.

Use Swipe & Go Select this feature to activate swipe and go in the clock.
NOTE: The Swipe & Go feature is enabled in the Main Company configuration
screen. See Main Company.

Turn Off Select this feature if the clock will only be used as Swipe & Go. This feature
Function Keys disables all function key access at the clock.

Display Idle Time in | Click this check box to display the clock’s idle time in military format (i.e. a
Military Format 24-hour format). Clear this box to display the clock’s idle time in standard
format (i.e. a 12-hour clock). In both cases, the time is displayed using the
HH:MM:SS format.

Proximity Offset to Enter the number of characters defining the Facility code the proximity
Remove Facility Code | badge should not read.

Configure Synergy Series Clocks
SYHN General Configure F‘»SS ments
SYnergy
Code Name Badge Special Enroll Template
SYMN SYneray
~
v
0 Employees Listed Division | | Group
1 Listed
Code Mame .
Show Inactives (’\ |R_.ernove All | | Add all | | Add Edit Remove
oK | concel
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The tab contains the following information:

Setting Defintion

Employee Displays a list of the employees that can use this clock. Includes: employee

Listing code, employee name, employee badge number, special enrollment and if
they have a fingerprint template saved.

Division Click this button to select employees based on Division. Employees selected
are assigned the default Authority and Verification automatically.

Group Click this button to select employees based on Group. Employees selected
are assigned the default Authority and Verification automatically.

Remove All Click this button to remove all employees currently assigned to the clock.

Add All Click this button to assign all employees to the clock. Employees selected
are assigned the default Authority and Verification automatically.

Add Click this button to add employees individually.

Remove Click this button to delete employees individually.

o

| 1 finger & fingers
#| 2 fingers 7 fingers
#| 3 fingers a8 fingers
<| 4 fingers 9 fingers
5 fingers 10 fingers

Delete all Templates |

Clodk | S5YN S¥nergy e |
Employee | oL Silwer, Jeffery " |
cocoe EEEEENN -]
[ spedial Enrall

[Jsupervizor to enroll templates
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The screen contains the following information:

Setting Defintion

Assignment Displays a list of how many templates have been enrolled for the employee
Details and allows all templates to be deleted.
Badge Allows user to select the badge that will be sent down to the clock if an

employee was assigned multiple badges

Special Enroll When enabled this setting will allow the employee to bypass the fingerprint
and only enter the badge number when punching.
Click this button to select employees based on

Supervisorto Enroll | When enabled this setting will allow the employee to enroll other employees
Templates atthe clock.

@OO PRO
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Hand Reader Clocks

The Hand Reader biometric terminals are powerful computers capable of Hand Geometry
recognition. These devices collect clock data for TA100 Pro.

NOTE: Hand Reader Clocks are not Third Party Terminals; therefore they do not require a separate
module.

Configure a Hand Reader Clock

Click the Communications menu, Configure, Hand Reader. The Configure Clocks dialog box will open.
The Configure dialog box contains several tabs, all of which are described below.

HP General 11\2 Assignments Miscelaneous
HP 2000
Code : D 1
HF HF 2000 o
Description |zl |

Encﬁve
Model ()HP1000/S0E ()HP2000 (@HP3000  (HP4000  (JID3D

Idle prompt |Synel—Amerims |
Communication

Comm Type (@ RS5455or Serial () Modem () Ethernet

Baud Rate | 9600 Mmejemp A
Modem N
Comm Port| COM 1 odem Number | |

Retries @ IP Address |

Time difference between computer and dock |

Division | 0000 Synekdmericas |
1Listed
Code Mame
Show Inactives (;\',

| x| el |

The General tab configures communication settings and contains the following information:
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Setting Defintion

Code This is a required field. Enter a unique code (up to 4 characters) to identify
the clock. Once defined, this code cannot be changed.

ID Enter a unique ID number to identify the clock. This number will also be
programmed into the clock.

Description Enter a description of the clock. This description will be seen in the system
and on reports. This field can be used to describe the clock type and it's
location in your facility (i.e. HP3000 In BUILDING TWO). The clock description
can be up to 30 characters long

Active Click the Active check box to indicate that the clock is currently in use.
Uncheck this box if the clock is not being used at this time.

Model Select the model of your Hand Reader unit. The options: HP1000/50E,
HP2000, HP3000 and HP4000

Idle Prompt Enter the message text that displays on the time clock when in an idle state.
If this field is left blank, no message will be displayed.

RS485 or Serial Select this option to choose an RS485 or RS232 connection.

Ethernet Select this option to choose an Ethernet solution.

Baud Rate Select the applicable communication speed. Make sure the baud rate
selected here matches the baud rate defined at the clock.

Rs485, Serial and Ethernet: 9600 baud

Comm Port Select the communications port on your computer that will be used to
communicate with the clock. The factory defaultis COM 1.

Retries Enter the number of times the computer should attempt to connect to the
clock if communication either fails or is interrupted during polling.

IP Address Enter the IP address assigned to the Etherlink converter.

IP Port Displays the port used for Ethernet. The default is 3001 and should not be

changed. Altering this number will result in communication failure.

Time Difference

Between Clock and

Computer

Enter the time difference (in hours) between the computer and time clock.
Since the computer can set the clock’s time, this field compensates for time
zone differences between the computer’s location and the clock’s location.
When the clock’s time is set, the system either adds or subtracts this time
difference from the computer’s clock.

A setting of 0 indicates that the clock and computer are in the same time
zone.

Division

Select the company division where the clock is located. Every transaction
entered on this clock is tagged with this division code.
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The Assignments tab lists the employees that can use this clock. This is necessary because the Hand
Reader clocks take measurements of an employee's hand. Each time the employee punches, the
reader compares the employee’s hand to the existing template. Employee information and hand
templates are stored in the Hand Reader clock. For this reason, employees must be assigned to a
clock so their name and template will be downloaded to the correct clock.

Configure Hand Reader Clocks
HP General 114 Assignments  Miscelaneous
HP 2000
Code Mame Badge Reject Auth, Template
HF  HP 3000 d ! o
""" SZ TAMT 00001 0 i NO A
E OR, MICHELE a u} a
Q00403 ERMATS SHAERON Q0003 a a NG
aooo4 CHREISTENSEN,ELIZABETH 00004 u} a jfe)
[niun}=1 BORTZ, AUTUMN agoas a d jole]
]
5 Listed [ Dason | [ cow
- [ Auto assign new templates to this and other dodks
1 Listed
Code Mame
Shom Inactves ® Remove Al | [TAddAl | ofpadd | [PEdt | | $8Remove
. x| | ecanc |

The tab contains the following information:

Setting Defintion

Employee Listing Displays a list of the employees that can use this clock. Includes: employee
ID, employee name, employee badge number, assigned time zone, personal
reject threshold, authority level, and if they have a hand template saved.

Division Click this button to select employees based on Division. Employees selected
are assigned the default Time Zone, Reject Threshold, and Authority
automatically.

NOTE: If you use this method to choose employees, you may want to Edit the
employee in order to choose another Time Zone, Reject Threshold, and
Authority Level.
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Setting Defintion

Group Click this button to select employees based on Group. Employees selected
are assigned the default Time Zone, Reject Threshold, and Authority
automatically.

NOTE: If you use this method to choose employees, you may want to Edit the
employee in order to choose another Time Zone, Reject Threshold, and

Authority Level.
Remove All Click this button to remove all employees currently assigned to the clock.
Add All Click this button to assign all employees to the clock. Employees selected

are assigned the default Time Zone, Reject Threshold, and Authority
automatically.

NOTE: If you use this method to choose employees, you may want to Edit the
employee in order to choose another Time Zone, Reject Threshold, and
Authority.

Add Click this button to select employees individually. You will be prompted to
select the following:

Time Zone: Select the Time Zone (defined on the previous tab) that applies to
this employee.

Reject Override: The reject threshold indicates how closely the hand has to
match the original scanned hand template. The lower the number, the more
exact the match needs to be.

0 is default and indicates that the default clock threshold (set on the
Miscellaneous tab) will be used.

Authority Level: The Authority Level defines which clock menus employee
can view or use at the clock. 0 is the lowest (employee) and default, 5 is the
highest and allows complete at-the-clock setup (supervisor).
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Add a Clock

Click the Communications menu, Configure, and select the type of clock you wish to add. The
Configure Clock dialog box will open.

Click the Add button. If this is the first clock of this type that you are adding, the General tab will
become available.

785 General Configure Assignments
785
Code Description |gEH Acti
 E 785 | Descrip | M Active
Readers () Mone (®) Finger
Communication Lan
Path | Direct [R5232] =] Baud rate 19200 |
Part | COM 1 Serial Baud | 19200 LAaNTD [ o]
Misc,
Time difference between computer and clock i} Ethernet
Division |DDDD Syrel-Amernicas | IP Address
Supervisor IP Port
[[] pefault date Modem
Default Time
ID " Baud rate | 19200
nipu
Employee badge Phone number | |
Eﬁal soLUrce %urce by supervisor Start/stop answer -
Swipe or Prox Swipe or Prox .
Ring delay | 1
[key Ckey
1 Listed [JBar Code [JBar Code Mumber of retries IE
Code Name
Show Inactives (;:
| x| | @eancel |

Fill in the settings as described in the Configure section for the type of clock you are adding.
Synergy, 900 series, 700s, Hand Reader, PC Clock

If there is already a clock of this type defined, the Default Clock Add dialog box will open.

@00 PRO
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- al
Configure TA785 Series Clocks
785 General Configure Assignments
785
Code Description |?85 | Active
. 7
Default Clock Add
Would you like to copy the information from an existing dock into the new dodk: [aud rate
COPY DEFAULTS FROM LANID | g]
T
cote | Acres
Description | | IP Part
. Yes | Mo | | EdCancel | aud rate | 19200 [
— number | |
Py e Do
Initial source source by supervisor Start/stop answer -
Swipe or Prox Swipe or Prox Ring delay EI
[key [key
1Listed [[]8ar Code [1Bar Code Mumber of retries E‘
(®) Code (I Mame
[l show Inactives (;\.
[fpacd | [Vese | odere || Gewne | | Fldose |

Highlight the clock whose settings you would like to copy or click No to start from scratch.
Enter a unique code for this clock, up to four characters.

Enter a Description of the clock (i.e., Warehouse, Back Office, California, etc.)
Click the Yes button to continue. You will be returned to the General tab.
Fill in the settings as described in the Configure section for the appropriate clock.

When all settings are complete, click 0Kto commit the changes.

Edit a Clock

Click the Communications menu, Configure and select the type of clock you wish to edit. The
Configure Clock dialog box will open.

Highlight the Clock you wish to edit using the drop-down list at the top of the screen.

Click the Edit button. The General screen will become available for you to edit the selected category.
Edit the settings as described in the Configure Clock section for the clock you are editing.

When all settings are complete, click 0Kto commit the changes.
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Delete a Clock

Click the Communications menu, Configure and select the type of clock you wish to edit. The
Configure Clock dialog box will open.

Highlight the Clock you wish to edit using the drop-down list at the top of the screen.

Click the Delete button. You will be prompted:

@ Are you sure you want to delete?

ook [ caned ]

Click OK to confirm the deletion.
Click Close to exit the Configure Clock dialog box.

Set Date and Time

The Set Date and Time function synchronizes the date and time of the terminals with the computer
that is running the software. You can set the date and time on one or more clocks. However, all clocks
must be defined in Clock Maintenance before the date and time is set.

Before using this function, the host computer must be set to the correct date and time. Otherwise, all
clock transactions will have an incorrect date and time stamp (although admittedly they'll all be
synchronized).

NOTE: It is recommended that you do not perform this function during periods of high clock activity
(such as the start of day when employees are clocking In).

Click the Communications menu, Set Date and Time. The Set Date and Time Clock Selection dialog
box will open.
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785 TE5
510 S5¥-510 add al
HE HE 3000 =
Remove
Remawve &l
5 Available 0 Selected
Set Time | Qose | | DateTime |

Select the clock(s) for which you wish to set the date and time by using the Add button to add the
selected clock individually, or Add All to add all clocks.

Click the Date/Time button to display the Windows Date/Time Properties dialog box.

@ Dateand Time *

§f Date and Time Settings

Set the date and time:

Date: Time:

1 December, 2019 4

Su Mo Tu We Th Fr Sa
24 25 26 27 28 29 30
12 3 4 5 6 7
g 9 1 11 12 13 14

15 16 17 18 [18i 20 21

22 23 24 25 26 27 28
29 30 31 1 2 3 4

BT

Change calendar settings

| ok || Cancel |

Lok || canel || Al

If necessary, edit the date and time to be accurate and click OK.
Click the Set Time button to commit the changes.
When TA100 Pro has finished sending the Date and Time to clock, click Close to exit the dialog box.
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Thissection describesthe conceptsandtechniques associated with polling clocks and setting
up Auto Processes.

Pollingisthe process of communicating datatoand from the clock, includingtransferring
employee time transactions and other datafrom the clocks to the host computer (PC) for
processing. Clocks can be manually polled or automatically polled on a pre-defined schedule.

Auto Processing allows certain common tasks to be runautomatically. Polling, Reports, custom
files, and Reindexing cansetto Auto Process.

Polling
Polling Time Clocks

Polling is the process of communicating data back and forth between the clock and TA100 Pro.
Polling can be done manually, which means a supervisor or administrator must launch the TA100 Pro
software and request that the clock be polled. Polling may also be set as an auto process, which
means that the TA100 Pro is responsible for communicating with the clock on a pre-defined
schedule.

This section describes how to poll the clock manually.

Click the Communications menu, Poll. The Poll Clock Selection dialog box will open.

Poll Clock Selection
@
Clock Selection  poling Options
001 Demo TAS520L _
oo
HE3E Handreader 3000
Add all
Remove
Remowve &l
3 Available 0 Selected
o

Select the clock(s) you wish to poll by using the Add button to add the selected clock individually, or
the Add All button to add all clocks.
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Click the Polling Options tab to select it. Fill in the settings as appropriate:

Poll Clock Selection

Clock Selection |
Options
[JPoll Transactions [CJrrogram Clock
Clear Clock transactions [JLoad Bell schedules
[Jset Clodk date and time [[JLoad Messages
Readers
[Jsend Templates [Jclear Templates [Jretrieve Templates

[JProcess punches after polling

Sy

Setting Defintion

Poll Transactions Check this option to transfer punches from the clock to TA100 Pro.

Clear Clock Check this option to clear the transactions from the clock after transferring
Transactions them to TA100 Pro. Hand Readers always clear transactions whether the
box is checked or not

TIP: This does not need to be done every time. You may leave the
transactions in the clock until payroll is processed successfully, however if
you have a lot of employees you will want to clear frequently so the clock
does not get full.

Set Clock Date Check this option to send the computer's current date and time to the clock.
and Time TIP: You may not want to do this every time, as the clock's internal clock
tends to be much more accurate that the computer's.

Program Clock Check this option to send programming and configuration information (such
as the settings in the Configure Clock dialog box) to the clock. Clock
function keys and function messages are sent to the clock during
programming. This option should only be used when basic clock setup has
been changed since the initial programming.
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Setting Defintion

Load Bell Check this option to send pre-defined Bell Schedule assigned to the clock.
Schedules Bell schedules are only checked at midnight, so a bell will not ring on the
same day the bell schedule was downloaded. The Bell Module must be
installed to use this option.

Load Messages Check this option to send employee templates.

Readers These settings only apply to only apply to biometric clocks. The options are:
Send Hand Templates: Select this option to send employee hand templates
to the clock. This can be used to upload a template to a new clock, or to
restore templates to a clock that has been cleared.

Clear Templates: Check this option to clear the templates from the clock.
USE THIS OPTION VERY CAREFULLY, as it will delete all existing templates
in the clock and employees will not be able to punch until the templates are
restored.

Download New Hand Templates: Check this option to download new hand
templates from the clock for input into the TA100 Pro database

Process Punches Check this option to automatically put the punches into the online timecards
After Polling of the employees.

Click the Poll button to start the polling process.
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Configure an Auto Process

The Auto Process feature allows you to schedule the following tasks to run automatically at pre-
determined times:

e Poll one or more time clocks

e Launch executable programs

e (Generate reports

No user interaction is required when using the Auto Process feature. In fact, you can poll time
clocks, run reports, download payroll data, and back up the TA100 Pro data without ever touching

the computer. The Auto Process feature is ideal for processes that need to be performed after
working hours or during less busy times of the day.

Each automatic procedure can consist of one or more auto process cycles. Each cycle canrun a
program, poll the time clocks, or generate a report and is assigned a time and day(s of the week to
run. To create an AutoProcess that runs several times a day, you will add several cycles: one for
each time you wish the process to run.

Run as Service

The Auto Process can be configured to run as a service it must be installed locally as it will not run
over a network. The server must run the service.

In Windows Explorer find the TA100 Pro folder. Locate and double-click Install Auto Process. A
black command prompt window will flash.

In Windows Explorer find the TA100 Pro folder. Locate and double-click Auto Process this will
install the automated User responsible for the Auto Process. A white Auto poll dialogue window
will appear, but will give the message “nothing to poll.”

NOTE: To confirm the success of this action open TA100 PRO click the File menu, Security, User
Maintenance. There will be a new user: Auto Process Service.

Open TA100 PRO, click the Communications menu, Auto Process. In the Configure Auto Processing
dialog window select 1000 Auto Process Service, click Edit and configure your specific auto
process features (see Add an Auto Process).
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Locate your system Services window and Start the Synel Americas Auto Process or...

In Windows Explorer find the TA100 PRO folder.

Locate and double-click Auto Process Service Setup this will allow you to start the automated
service.

Click the Start button. If you want the service to start when the operating system is starting, check
the appropriate box.

= Time America Autoprocess Service

Service

Diﬂutamatically start zervice when operating system starts.i

Add an Auto Process
Click the Communications menu, Auto Process. The Configure Auto Process dialog box will open.

Click the Add button and the Auto Process Maintenance dialog box will open.

Auto Process Maintenance

Number | 1000

Name |ﬁ\utoprocess Service

Time Description SMTWTFS T

IEE
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Enter the Number and Name for this Auto Process.

Click the Add button. The Auto Process Schedule Details dialog box will open.

Auto Process Schedule Details
Description |Paling
OiRun a File: @ Poll Clocks O Run Reports O Reindex O Backup Time |07:00 ]
sy
Code Clock Type ComPath Port Status [~ Monday
v 001 en BSZ0L 500 LA £ =
v 110 s¥-11lao 110 Ethernet 1 TR ) TUESdaY
J 785 785 780 Direct 1 &) [~ Wednesday
¥ 8l0  SY-310 510 Ethernet 1 (&) [ Thursday
J Hp HE 3000 Reader LAIT 1 TR
W [+ Friday
Iag All | | Qﬂbﬂ all | Samrday
of & Cancel

Setting Defintion

Description Enter a description for this AutoProcess Schedule. Examples: Poll California
Clock, Run Payroll Reports, etc.

Run a File Select this option to schedule an Event that will launch any sort of
executable program. An example of this might be a Batch file that "zips" up
your data files and copies them to a safe location on your network. With this
option selected, you must enter the path to the desired file.

Poll Clocks Select this option to schedule an event that will poll the transactions from
any or all of your time clocks. This Event can also perform any of the other
normal time clock polling options.

You must be sure to "tag" all the time clocks you want to poll by either
double-clicking on them or selecting the "tag all" button. You must also select
at least one polling option by clicking the "Poll Options" button.
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Setting Defintion

Run Reports Select this option to schedule an Event that will automatically run any of
several reports such as "Missing Punches" or "Hours".

You may notice that the list of available reports is greatly abridged and that
none of the Payroll Exports are available. Time Card data should be
thoroughly reviewed before running any Payroll Export. Each report to be run
must be “tagged” by double-clicking it and choosing the desired settings in
the Report Parameter Window. Once set, these parameters can be changed
at any time by clicking the Report Options button.

Reindex Select this option to schedule an event that will Reindex all the system
databases.

This Event must be scheduled at a time when it is most likely that all users
will be logged out. If another user is logged into the system, this Event will
be skipped.

Items List The items that display in this list depend upon the type of AutoProcess
chosen. For example, if Poll Clocks is selected, this list will display all the
clocks configured in the program.

To select a single item, double-click the item to "tag" it.

Click the Tag All button to select all items.

Time Enter the time at which you want the process to occur.
Day of the Week Select the days of the week you want the process to occur.
Tag All/Untag All Click the Tag All button to select all the items in the list.

Click Untag All to deselect all the items in the list.

Backup Definition should be “Select this option to make a backup of the database
and save it to a specified location.
Note: It is recommended to make a backup at least once a week.

Poll Clocks Auto Process

If Poll Clocksis selected, select the clock(syou wish to poll with this process by double-clicking each
clock to "tag" it.

If Poll Clocksis selected, click the Polling Options button to configure the settings for polling. The
Polling Options dialog box will open.
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[ Pall Transactions

Clear Clock transactions
[Jset Clock date and time
[C]Program Clodk
[]Load Bell schedules

[JLoad Messages

[TProcess punches after poliing:

Readers

[]send Templates to Reader
[Jclear Templates in Reader
[Jretrieve Templates from Reader

L Y| el

Check the options that are appropriate:

Setting Defintion

Poll Transactions Check this option to transfer punches from the clock to TA100 Pro.
Clear Clock Check this option to clear the transactions from the clock after transferring
Transactions them to TA100 Pro.

TIP: This does not need to be done every time. You may leave the
transactions in the clock until payroll is processed successfully, however if
you have a lot of employees you will want to clear more frequently so the
clock memory does not fill up.

Set Clock Date Check this option to send the computer's current date and time to the clock.
and Time TIP: You may not want to do this every time, as the clock's internal clock
tends to be much more accurate that the computer's.

Program Clock Check this option to send programming and configuration information (such
as the settings in the Configure Clock dialog box) to the clock. Clock function
keys and function messages are sent to the clock during programming.

This option should only be used when basic clock setup has been changed
since the initial programming.
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Setting Defintion

Load Bell Schedules | Check this option to send pre-defined Bell Schedule assigned to the clock.
Bell schedules are only checked at midnight, so a bell will not ring on the
same day the bell schedule was downloaded. The Bell Module must be
installed to use this option.

NOTE: This is not recommended with the TA520 or TA530, as the clock
needs to roll past midnight for the bell schedule to take effect.

Load Messages Check this option to send employee messages to the clock.

Process Punches Check this option to automatically put the punches into the online timecards
After Polling of the employees.

Readers These settings only apply to biometric clocks. The options are:

Send Templates: Select this option to send employee templates to the clock.
This can be used to upload a template to a new clock, or to restore
templates to a clock that has been cleared.

Clear Templates: Check this option to clear the templates from the clock.
USE THIS OPTION VERY CAREFULLY, as it will delete all existing templates
in the clock and employees will not be able to punch until the templates are
restored.

Retrieve Templates: Check this option to download new templates from the
clock for input into the TA100 Pro database.

Click OK to commit the changes and return to the Auto Process Maintenance screen.
Click OKto commit the changes and return to the Configure Auto Process Screen.
Click Start to activate the Auto Process schedule.

NOTE: You may minimize the TA100 Pro window when running auto process inside the software.
When running as a service you may exit TA100 Pro.

NOTE: For network installs, you will need to check that the network is not doing any backups or
running any utilities during the auto processing schedule.
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Run a File Auto Process

If Run a Fileis selected, you will be prompted to choose the file (program, etc.) to run.
When all settings are complete, click OK. The Auto Process will begin on the next occurrence of
the date and time specified in the Auto Process Schedule Details.

Click OKto commit the changes and return to the Configure Auto Process Screen.
Click Startto activate the Auto Process schedule

Edit an Auto Process

Click the Communications menu, Auto Process. The Configure Auto Process dialog box will open.

m

Number | 130

Name |Autoprocess Service

Time Description SMIWTFS T

0 Polling YYYYY¥YY Clock E

Select the Auto Process you wish to change.
Click the Edit button.
Edit the settings as described in the Add an Auto Process section.

@OO PRO




Terminal Polling & Auto Processing

Delete an Auto Process

Click the Communications menu, Auto Process. The Auto Process Maintenance dialog box will open.
Select the Auto Process you wish to delete.
Click the Delete button. You will be prompted:

@ Are you sure you want to delete?

ok [ caneel

Click OKto confirm the deletion.
Click Close to exit the dialog box.

Replicate an Auto Process

Click the Communications menu, Auto Process. The Auto Process Maintenance dialog box will open.
Select the Auto Process you wish to replicate.
You will be prompted: You may select 1, 2, 5, 10, 15, 20, 30, 60, 120, 240, 480 or 720 minutes.

Replicate Autoprocess

Replicate the detail below every 30 minute(s) for a 24 hour period.
Time Description SMTWTFS Type
07:00 Polling YYYY¥¥YY Clock

Warning
Replicating the above process will remove all other entries in this autoprocess
schedule. [ Keep Existing Entries

[ToFok | | €3cance |

Click OK to confirm the selection.
Click Close to exit the dialog box.
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This section describes the system utilities built into TA100Pro. It includes importing and
exporting, reindexing, system archiving, system backups and more.

Importing

It is possible to import data from other programs. Employee data, time transactions, and
departments can be imported from previous versions of the software as well as from other third
party systems, spreadsheets, and payroll programs.

Advanced Import

Employee data and attendance reports from third party accounting systems, spreadsheets, and
payroll programs can be imported into TA100 Pro. The original files may be in any number of formats
including ASCIl comma delimited, Excel, or Lotus 1-2-3. When imported, the data is appended to the
specified system database file. The file types TA100 Pro Import supports are:

o Framework Il (FW?2)

e Microsoft Multiplan 4.01 (MOD)

o Paradox3.5/4.0 (DB)

« Rapidfile (RPD)

o Lotus 123 versions 1 through 3 (WKS, WK1, WK3)
o Symphony version 1 through 1.2 (WRK, WR1)
e Microsoft Excel (XLS)

e Comma Delimited

e Tab Delimited

e Space Delimited

o System Data Format (SDF)

e Symbolic Link Format (SYLK)

o Data Interchange Format (DIF)

e FoxPro

@OO PRO
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Click the File menu, Import, Advanced. The Configure Import dialog box will open.

o

Select the type of file to be imported.

Click the Import File button to select the file that contains the information to be imported. The Open
dialog box will open.

[ open X
Lookin: | | | TA10DPro ~| @& @~
MName . Date modifiec ™
_ i ARCHIVE 10/23/2019 1
Oliickiaccess e 3/26/2020 11
o BACKGRND 3/26/2020 11:°
BACKUP 3/26/2020 11:°
Desktop BUTTONS 8/15/2009 T:3
— CLK 4/6/2020 8:15
= dbfs 3/26/2020 11:;
Libraries DRIVERS 10/23/2019 1
EMAIL 10/23/2019 1
5 FOXTLIE 3/26/2020 11
This PC LIB 3/26/2020 11
LOGS 10/23/2019 1
* MESSNGER 3/26/2020 11 ¥
£ >
Metwork
Import: || V| | Ok |
Flesoftyoe:  |Fie v/ | Cancal |
Code Page...

Navigate to and select the file you wish to import. The file must be of one of the types listed at
the beginning of the Import section.

Click the Select button to commit the change.

Click the Append To button to select the table onto which this data will be appended. The Open
dialog box will open.
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[ open *
Look in: | dbfs v| [ I
i Mame Date modifiec ™
. D accrual.dbf 3/30/2020 3:2¢
Quickaccess ™ 4 pjacum, dbf 3/30/2020 3:2!
] [ ] acrladj.dbf 5/7/2008 2:52
[ 7 acrlcat.dbf 5/7/2008 2:52
Desktop [ acridet.dbf 3/30/2020 3:2!
— [ acritot.dbf 5/7/2008 2:52
=] [ ] adpfile.dbf 5/7/2008 2:52
Libraries D arptinfo.dbf 3/26/2020 11::
D arptsel.dbf 5/7/2008 2:52
! D arptuser.dbf 5/7/2008 2:52
Thic PC [ ] attend.dbf 4/6/2020 12:1
[ 7 autoclk.dbf 5/7/2008 2:52
* [ autornail dbf 5/7/2008 2:52 ¥
£ >
MNetwork
APPEND | v [Tuss ]
Fiesoftyps: | Table/DBF v | Caned |
Code Page...

Select the TA100 Pro database file to which you wish to append, and click the USE button to
continue.
Click OK to begin the import process.

Exporting Data

The Export function allows you to extract data from TA100 Pro for use in other programs. When exported,
the database files can be used with many commercial spreadsheet programs and report writers to generate
custom reports. The supported applications are:

¢ Microsoft Multiplan 4.01 (MOD)

e Lotus 123 versions 1 through 2 (WKS, WK1)

e Symphony version 1 through 1.2 (WRK, WR1)
e Microsoft Excel (XLS)

e Comma Delimited

e Tab Delimited

e Space Delimited

e System Data Format (SDF)

e Symbolic Link Format (SYLK)

e Data Interchange Format (DIF)

e Database (FoxPlus)
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Click the File menu, Export. The Configure Export dialog box will open.

. Expartfile } | |

|Delimited with Commas &

Sawve as |

of o £3Cancel

Click the Export File button. The Open dialog box will appear.

Savein: | x| TAI00PRO v @2 @&

* MName - Date modified Type ™
_ ARCHIVE 3/21/2012 8:30 AM  File fol
Quick access AV 10/4/2017 208 PM  File fol
BACKGRND 10/4/2017 2208 PM  File fol
- BACKUP 11/13/201910:54 ... File fol
Desktop BUTTONS 6/15/2009 7:31 AM  File fol
— CLK 11/27/201910:39 ... File fol
™ dbfs 11/25/201912:51...  File fol
Libraries DRIVERS 3/21/2012 8:33 AM  File fol
EMAIL 3/21/2012 2:33 AM  File fol
! FOXTLIB 10/4/2017 209 PM  File fol
This PC ] 8/27/2018 10 AM  File fol
LOGS 1/17/2017 6:41 AM  File fol

‘ MESSNGER 10/4/2017 2200 PM  File fol ¥
Metwork < ’

Delimited file: | w | | Save I

Save as type: | File: (" et} - | | Cancel |

Code Page...

Select the file you wish to export and click the USE button to continue.

Select the type of file you wish to export to. See above for a list of the available file types.

Click the Save As button to define the file name of the exported data. The Save As dialog box will
open.
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|3lelimitec1 with Commas

]

Save as |

ook

3 Cancel

In the File Name hox, enter the name you wish to use for the exported data file. The extension will fill
in automatically based on the type of file chosen in the previous dialog box.

. Open

*

Quick access

Desktop
]
Libraries

=3

This PC

o

Metwork

Look in: |

*
dbfs v @@
Mame - Date modified Type *
U accrual.dbf 10/11/2019 9:27 AM  DBF Fil
D acrlacumn.dbf 10/11/2019 9:27 AM  DBF Fil
D acrladj.dbf 10/11/2019 9:27 AM  DBF Fil
D acrlcat.dbf 10/11/2019 9:27 AM  DBF Fil
D acrldet.dbf 10/11/2019 9:27 AM  DBF Fil
D acritot.dbf 10/11/2019 %27 AM  DBFFil
D adpfile.dbf 10/11/2019 %27 AM  DBFFil
[ 7 arptinfo.dbf 1/7/2020 10:11 AM  DEFFil
D arptsel.dbf 10/11/2019 9:27 AM  DBF Fil
D arptuser.dbf 10/11/2019 %27 AM  DBFFil
D attend.dbf 10/11/2019 9:27 AM  DBF Fil
D AUTOCLE.DBF 10/11/2019 9:27 AM  DBF Fil
[ automail.dbf 10/11/2019 27 AM  DBFFil ¥
< 2>
Open Table/ dbf: | v USE
Flesoftype:  Table/DBF vl | Cancel |
Code Page...

Click Save to continue.

Click OK to begin the export.
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System Utilities

TA100 Pro provides utilities to keep your system running smoothly. Among other things, these utilities
can repair databases, and perform backups (archive and restore archive have been removed).

Because these utilities affect data, and ultimately your payroll, contact your local representative if
you have questions or concerns about the operation of a specific utility.

The following utilities are found under the Utilities menu under File and are described in this section:
e Reindex Databases

¢ Repair Databases

e Update Databases

e Initialize Databases

e Change Employee Number

e Change Employee Number Width
o SetReprocess Date

e Fix Unassigned Badges

e Repost R-Files

e Purge R-Files

e Post Historical Data

e Back Up System Files

¢ Restore System Files

File Daily Operations Reports  System Setup  Communications  Help
gB Security 2

g& Import 2

@ Export...

@ I | s otboss..

& Print... f Repair Databases...

@ Update Databases...

Environment 3 o
@ Initialize Databases...

ﬂ Legin Mew User Change Employee Number...
Exit ALT+F4 Change Employee Number width...

Set Reprocess Date...
Eixx Unassigned Badges...

Repost from R-files...
Purge R-files...

Post Historical Data...

[ﬁ System Backup...
Ei System Restore...
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Repair Database

The Repair Databases utility compares the contents of the database to the database’s index and
attempts to rebuild the index to compensate for any inconsistencies. This utility cannot replace or
recover data that has been lost or corrupted.

It is recommended that you repair your TA100 Pro databases prior to Reindexing in order to ensure
that the data is optimized.

Click the File menu, Utilities, Update Databases. The Repair Selection dialog box will open.

s

Repair Selection

ACRLCAT.DEF
ACRLDET.CBF Add all
ACRLTOT.DBF
ADFFILE.DEF Remove
ARPTINFO.DBEF
ARPTSEL.DBF Remove All
ARPTUSER.DEF
ATTEND.DBF W W

ACRLADJ DEF

150 Available 0 Selected

v

Select the database you wish to repair by clicking Add to select an individual database or AddAll to
add all. It is recommended that you repair all files.

Click OK to begin the repairing process. A progress bar will show the percentage of completion

Reindex Database

The Reindex Databases utility removes deleted records and sorts the data base in either numeric or
alphabetic order depending on the contents. Since this utility has the greatest impact on the speed
and reliability of TA100 Pro, itis recommended that you develop a weekly schedule for reindexing
system database files. Also, it is a good idea to Repair the database prior to Reindexing. Repairing
fixes inconsistencies and potential problems in the data. See Repair Databases.

TIP: Reindex can be set as an AutoProcess. See Configure anAutoProcess.
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Click the File menu, Utilities, Reindex Databases. The Reindex Selection dialog box will open.

ACCRUAL DBF
ACRLACUM.DBF
ACRLADJ.DBF
ACRLCAT.DBF
ACRLDET.DEF Add all
ACRLTOT.DEBF
ARPTIMFO.DBF
ARPTSEL.DBF Remoye All
ARPTUSER.CBF

ATTEND.DEF W W
150 Available 0 Selected

of oK idicancel

Select the database you wish to reindex by clicking Add to select an individual database or Add All
to add all. It is recommended that you reindex all files.

Click OK to begin the reindexing process.

Update Databases

The Update Databases utility is used when upgrading TA100 Pro to a newer version of the
software. It makes all the required modifications to your current database so that it operates with
any new file structures.

Click the File menu, Utilities, Repair Databases. The Update and Compare prompt will appear.

@ Database Update.

Do you want to compare and update tables?

] | concel |

,

Reports/Listings | Auto Frocess || Task Crganizer Exit

il e

Click OK to begin the updating process.




ER

Initialize Databases

The Initialize Databases utility completely removes the contents of database files. This utility is
useful when databases become corrupted beyond recovery

NOTE: This utility completely deletes ALL data in the selected databases. Only the SYSOP is able to
initialize data.

Click the File menu, Utilities, Initialize Databases. The Initialize Selection dialog box will open.

Initialize Selection

-
ACRLADJ.DEF
ACRLCAT.DBF
ACRLDET.CEBF Add all
ACRLTOT.DEF
ADPFILE.DEF Remove
ARPTIMFO.DBF
ARPTSEL.DEF Remove All
ARPTUSER.DEF
ATTEMD.DEBF ] ]
150 Available 0 Selected
V5

Select the database you wish to Initialize by clicking Add to select an individual database or Add All
to add all.

Click OK to begin the process. ALL DATA IN THE SELECTED TABLES WILL BE DESTROYED.

Change Employee Number

Once an employee has been added to the system, you can no longer change his or her employee
number through the Configure Employees Detail screen. This utility allows you to change employee
numbers, one employee at a time.

Click the File menu, Utilities, Change Employee Number. The Change Employee Number dialog box
will open.
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Change Employee Mumber

Select the employee whose number you wish to change using the drop-down list in the Old field.
Enter the new employee number in the New field.
Click OK to change the employee's number.

Change Employee Number Width

The number of digits (width) in the Employee Number is initially defined in the Configure Main
Company dialog box. However, once employees have been added you can no longer change the
setting through the Main Company screen. This avoids accidental data loss.

This utility allows you to change the number of digits for Employee Numbers safely. Typically, the
width should only be changed to a higher (longer) number in order to avoid losing data. When digit
length is increased, the digits are added on to the left of the current number. When digits are
taken away, they are taken from the right.

Click the File menu, Utilities, Change Employee Number Width. The Change Employee Number

Width dialog box will open.
[ChangeEmployee Numberwith |

&

| Old Employee Widthis| |5 |

| Mew Employee Widthis| |5 |

[Teo | | eBcancel |

Enter the number of digits for the new employee number.
Click OK to commit the change.
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Set Reprocess Date
The Set Reprocess Date utility allows you to globally reset the reprocess date for employees.

Processing occurs when TA100 Pro takes the punches from a clock and applies them to the correct
employee, taking into account pre-setup information such as Company Policy, Shift rules, etc.
Reprocessing is what happens when a user has made changes to the polled punches, and/or
configuration information, and now needs to have TA100 Pro recalculate the data. If TA100 Pro had
to recalculate data every time a user opened an employee timecard, the usefulness of the program
would be offset by the amount of time needed for the calculations. Time is saved by allowing a user
to make all necessary changes before reprocessing the data, which is the driving reason behind
having automated timekeeping software.

This utility does not actually reprocess the punches. It allows a user to decide how far back, and for
whom, the system will process punches. After changing this setting, you will need to manually
reprocess, at which time the system will reprocess back to the date entered here for the employees
selected.

Click the File menu, Utilities, Set Reprocess Date. The Reprocess Punches dialog box will open.

Reprocess Punches

Reprocess punches starting on | pEIEETEIRE] Thu

HCGRANOR, MICH!

alu]aiujc] ERMRTS, SHARON
aooo04 CHRISTENSEN, EI

a0oos BORTZ, AUTUMIT Add Al

Hemaove

Remaove Al

5 Available 0 Selected

x| | @ |

Enter the Reprocess date.

Select the employees for whom you wish to reprocess by using the Add button to select an
individual employee or Add All to select all.

Click OK to complete the change.

Reprocess punches. This can be accomplished by clicking the Reprocess button in the Online
Timecard. See Online Timecard. Or by running a report with the Reprocess button selected.
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Fix Unassigned Badges

Employees are able to start punching at the clocks before their data is entered into TA100 Pro. The
badge used by the employee is considered to be unassigned if the employee's punches are polled
prior to the employee being added to the software. You can repost the employee's punches after
adding the employee to the software using this utility.

Click the File menu, Utilities, Fix Unassigned Badges. The Unassigned Badge Maintenance dialog
box will open.

Unassigned Badge Maintenance

L/

Badge Date and Time Clock Key Data Field 1 DataField 2 A

0 Listed

WErint
Repost badge to Employee Mumber
Spedal Repost
Repost agelehe aDeIete All

This screen will show the employees whose badges were unassigned at the time of polling.

Select the employee you wish to repost. Make sure that this employee is added to the program at
this time and has the correct badge number. You may also click Print to view a list of all
unassigned badges.

Click the Repost button. TA100 Pro will match the badge in the transaction to a badge assigned to
the employee.

The Special Repost option will compare the listed badges to current employee numbers (rather
than comparing to a badge number). It assigns any transaction to the employee whose employee

number matches the unassigned badge number. This option should only be chosen after a regular
reposting.

Click Close to exit the dialog box.
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Repost from R-Files

R-Files are the files that store punch data downloaded from the clocks. There is one R-File for each
day, which contains all the punches from that day. This data is imported into TA100 Pro, but the
original file is kept so that it can be referenced or re-imported if necessary. Reposting an R-File
allows you to re-import the punch data stored in one of these files.

Click the File menu, Utilities, Repost from R-Files. The Repost R-Files dialog box will open.

Repost R-files
I
W
| TegAl | | UntagAl |
v

Select the file you wish to repost by double-clicking it to "tag" it. Or select all files by clicking the
Tag All button.

Click OK to repost the files.

Purge R-Files

R-Files are the files that store punch data downloaded from the clocks. There is one R-File for each
day, which contains all the punches from that day. This data is imported into TA100 Pro, but the
original file is kept so that it can be referenced or re-imported if necessary. These files are kept
indefinitely, taking up space on your hard drive. You may wish to purge (delete) these files
periodically in order to free up disk space.

This should not be done before a particular R-File has been successfully imported to TA100 Pro, as
doing so will resultin a loss of the punches contained in the R-File.
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Click the File menu, Utilities, Purge R-Files. The Purge R-Files dialog box will open.

Purge R-files
I
b

| TagAl | | UntegAl |
o

Select the file you wish to purge to purge by double-clicking "tag" it. Or select all files Or select all
files by clicking the TagAll button.
Click OK to purge the files.

Post Historical Data

Posting Historical Data allows you to move historical information to another location, where it can still
be accessed for reports, but where it is not slowing down the performance of the program.

TA100 Pro keeps track of a large amount of information. As the number of employees goes up, the
amount of data that pertains to those employees goes up. After awhile, the amount of data that needs
to be processed will noticeably slow down the computer. TA100 Pro allows a user to decide when
past transactions will no longer be needed for editing, and ‘saves’ the processed punches to another
file. The transactions in this new file cannot be edited in any way.

Posted transactions will appear in reports, but will not appear in online timecards or transactions
screens. If the transactions do need to be edited, they will need to be unposted.
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Click the File menu, Utilities, Post Historical Data. The Post Historical Data dialog box will open.

Post Historical Data
=
—

¥
§ m—

Last Posting Date 01011900 Maonat 00:00
Posting Date |FETBCIEIBE Tue at 00:00

After posting, transactions prior to the posting date
can no longer be added or modified.

|:| Unpost Data

L x| e

Enter the date up to which you wish to post data. As posted data can no longer be edited on screen,

make sure that the date entered is far enough in the past to suit your needs.
If you wish to Unpost previously posted data (in order to edit it, for example), check the Unpost data

box.
Click OK to complete the action

System Backup

System Backup takes a copy of the database files as of the date of the backup. These backup files
can be restored if necessary. If for some reason the computer/network crashes, the data can be
loaded into a new or existing installation of TA100 Pro with no downtime. Backing up TA100 Pro

should be done on a regular basis.
Click the File menu, Utilities, System Backup. The System Backup Maintenance dialog box will open.

#

System Backup Maintenance

T TRl SN EI CIBACKLP SYMEL-AMERICAS 20191219

BACKUP TO

Destination | | C:\USERS\PRESTONE\DESKTOPYTA 100PROBACKL
PIBACKUP_SYNEL-AMERICAS_20191213,5Q2

L Y| o |
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Fill in the settings as appropriate:

Setting Defintion

Backup File Name Enter the name you wish to use to refer to this backup file. A good practice is
use the date of the backup as the file name.

Destination Enter the destination drive letter and directory for the backup file.

Click OK to begin the backup.

System Restore

System Restore restores your TA100 Pro database files from backup. When Restoring a Backup, all
changes made after the backup was performed will be lost. If a clock has been polled after the
backup was performed, the transactions from that polling will have to be reposted.

Click the File menu, Utilities, System Restore. The System Restore Maintenance dialog box will open.

Select file 1 .5Q2

o

Fill in the settings as appropriate:

Defintion

Select File Click this button to choose the backup from which to restore.

Click OK to begin the restoration process.
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Additional Utilities

TA100 Pro provides some "nice-to-have" utilities in addition to the System Utilities, including:
e Calculator

o Calendar
e Conversion Table
o System Info

¢ Macros

These utilities are found under the Help menu.
e

p Communicatiens Help

& Help... F1

@ Calculator F2

About Fo
@

o Systemn Configuration F11
Conversion table F12

Calculator
Click the Help menu, Calculator. The Calculator will open.
= Standard & History ~ Memory

0 There's no history yet

M M- MS
%o GE € &
A e ix =
7 8 9 X
4 5 6 =
1 2 3 e

You may enter numbers and functions by typing or by clicking the appropriate buttons on the keypad.
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About

The About screen displays the serial number information and all extra modules the client has
purchased. This is also where you can activate the Hand Reader.

NOTE: This only applies to Hand Readers that do not match the Synel Americas internal code
and were not purchased directly from Synel Americas.

Click the Help menu,About. The About will open.
Click on Hand Reader Activation button as shown below.

About

@

Registered to - Synel-Americas
Serial Mumber TAQ2000001-10
Version Mumber 4.51i

TAI0O 0| L “moim

Third Party Terminals Mot Installed
Auto Process  Installed
Bells Installed
PC Clock Installed
Benefit Accruals  Installed
FDA Clock Mot Installed
Build Your Export Installed

FOR ASSISTAMCE, COMTACT
Synel Americas Inc.
16425 M. Pima Road Ste. 190

Scottsdale, AZ 85260

Hand Reader Activation

Copyright © 2017, Synel Americas Inc, All rights reserved.

System Configuration

The System Configuration screen displays the technical setup of your computer.

Click the Help menu, System Configuration. The System Configuration window will open.
Press Esc to exit the dialog box.
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Conversion Table

The Conversion Table displays conversions from 12 Hour to 24 Hours and minutes to hundredths of
an hour.

Click the Help menu, Conversion Table. The Conversion Table will open.

: Time Conversion Table E

12 HOURS TO 24 HOURS MINUTES TO HUNDREDTHS

12MD =0 12NN = 12 00 =.00 :12=.20 :24=.40 :36=.60 :48 =.80
1M =1 1PM = 13 M01=.02 :13=.22 :25=.42 :37=.62 :49=.82
2AM =2 2PM = 14 W2=.03 :14=.23 :26=.43 :3=.63 :50=.33
3AM =3 3PM = 15 03 =.05 :15=.25 :27=.40 :39=.85 :51=.85
4AM =4 4PM = 16 04 =07 :16=.27 :28=.4F7 :40=.87 :52=.87
S5AM =5 SFM = 17 05=.08 :17=.28 :29=.48 :41=.68 :53=.88
6AM =6 6FM = 18 D6=.10 :18=.30 :30=.50 :42=.70 :54=.90
TAM =7 TPM =19 07=.12 :19=.,32 :31=.52 :43=.72 :55=.92
8AM =8 8PM = 20 08=.13 :20=.33 :32=.53 ¥4 =.73 :56=.93
9AM =9 9FM =21 09=,15 :21=.35 :33=.5% :45=.75% :57=.95
10AM = 10 10PM = 22 0 =.17 :22=.37 :34=.5F7 46 =.77 :58=.97
11AM =11 11PM = 23 :11=.18 :23=.38 =.58 :47=.78 :59=.98

Macros

Macros allow you to record keyboard steps in TA100 Pro and play them back by pressing a key. For
example, you could record a macro to Poll time clocks.

Click the Help menu, Macros. The Record Macro dialog box will open.
Press the key or key combination that will run this macro.

Enter a name for the macro (no spaces.)

Click OK to begin recording.

Perform the steps you wish to record. Type the keystrokes you normally press to perform an operation
on the keyboard. Remember, only keyboard operations can be recorded.

Press Shift+F10to stop recording. The Stop Recording Macro dialog box will open.
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Click one of the following:

Setting Defintion

0K Click OK to stop recording the macro.

Continue Click continue to continue recording the macro after a pause.

Discard Click Discard to cancel recording and discard the macro.

Insert Literal Click Insert Literal to record the literal meaning of the next keystroke. For

example, if CTRL+P is used to execute a macro, but you want to record
CTRL+P as a keystroke, click Insert Literal before typing the keystroke. This
prevents a macro from being recorded.

Insert Pause Click this button to insert a pause into the macro, then select the Key to
Resume or Seconds option below.

Key to Resume Select this option to pause the macro until SHIFT+F10 is pressed to continue.

Seconds Click Seconds to pause the macro for a period of time (in seconds). Enter the

number of seconds in the adjacent field.
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