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Installing Diamond Edition Software

Download the installation files.

Unzip the files at the computer on which you wish to install.

Run startup.exe — you can accept all the defaults (if you change the default destination folder, take
note of it).

Once the installation is complete, you will need to run the Database Administrator tool to connect to
an existing database or create your initial database. While a shortcut will be available on the desktop,
you will access the DBAdmin tool via the:

Start Menu | All Programs | Diamond Edition | Tools | Database Administrator.

At the login window, click on the Configure button. If your company already has a database, you will
point the program to that location (for instance N:\Data where “N” is a mapped network drive, and
Data is a shared folder on the network). You will point to the folder just above the ODBC folder as the
Common Directory. [You may need to consult with your company IT Dept for the Common Directory
path, or you may be able to obtain it from the login screen of a computer already successfully running
Diamond Edition Software.]
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If you are running this program for the first time in your company, you can point to the location of your
choosing for the Common Directory (on the network if you plan to share the database within your
company, or locally on the computer’s hard drive if this is to be a stand-alone program & database).

If this is the case, you will select next until you reach a list of missing tables at which point you will
click on the checkbox next to “Fix All” (you will do this at two points during the DBAdmin process).
When you click finish, you will have an empty database into which you can begin entering company
and employee information. You may need to enter an Activation Code to confirm your license.

If you have pointed DBAdmin to an existing database, you will select Next throughout the balance of
the DBAdmin process. If you receive any errors or are warned of database incompatibility, then you
may not be pointing to the proper Common Directory location, or your database is of a different vesion
than the program you have installed. You will need to call us for further instructions if that occurs.

Upon completion of DBAdmin, you will be returned to the login screen. You may hit Cancel to close
this login window since you will still be in DBAdmin mode and will not need to launch that now that
you have configured the program.

Launch the program from the shortcut on the desktop. Log in with the User Name and Password
provided to you by whomever administers the program for your company. (New/blank database
users can log in with Admin and no password to begin setting up the system.)

©@ ©@ ®

Continued on Next Page

Software Techniques, Inc Schedule a Remote Support Session

40 Village Springs Drive * Suite 21 Call: (540) 721-1000

Hardy, Virginia 24101 *Requires Internet Connection & Shared Network Sources. Please see section at end of this file.




Powered By

- software Diamond Edition Software

techniques. Installation Guide

Solutions to Common Problems
During Installation or Launch

If you encounter an error trying to run the program (such as “Invalid Resource File” or “Cannot Update
Cursor”), the following adjustments to User Access Control and/or Folder Permissions will need to be
made: [Please note that a network administrator or other IT person may need to participate in order to
allow these changes or to fine-tune them to comply with your company’s security guidelines.]

Diamond requires that User Access Control (UAC) in Windows be set to “Never Notify” — this is done via
Control Panel | User Accounts | Change User Account Control Settings. Drag the slider all the way down to
the bottom, select OK, and then reboot the computer.

All users of the Diamond program on any particular computer will need Full Control at the application
directory which would be C:\Program Files (x86)\SoftwareTech unless you changed the destination folder
during the installation. To set permissions, right-click on the SoftwareTech folder, select Properties, click
on the Security tab — All Users should be given Full Control.

If you encounter an error during login (such as Invalid ODBC Connection or Invalid Path), then you may
not have sufficient Network Privileges to access the shared database, or you may not have the correct
path to the Common Directory specified. Your company’s Network or System Admin should be able to
resolve this for you.

If you encounter an error referencing missing dll files, Resource File Version Mismatch or Visual FoxPro
Support Library, then you likely need to download the following and unzip it into your local
Windows\SysWOW&64 directory and/or where your Diamond Edition Software exe file is located:
http://www.stisupport.net/support/VFPDLL.zip

Remote Support is Available

We provide remote support via GoToAssist which allows us to connect to a computer at your location
using an Internet connection. Remote support sessions can be scheduled by calling the office at
(540) 721-1000. The computer to which we will connect must not only have Internet access, but also
access to any shared network resources required (i.e. when the Common Directory is stored on a
network server) as well as rights to allow the running of remote connection software. What follows are
directions for initiating a Remote Support Session with us.

Continued on Next Page
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Remote Support Continued

Please click on the following link to log in for remote assistance:
http://www.gotoassist.com/ph/softwaretech

The page displayed will look like this and you will need to fill in all three text boxes or you will generate an
error. Please be sure we can identify you and your company by the names you choose.

Live Remote Assistance

Do you need a quick solution to a technical problem? With our live remote-assistance tool, a member of our support team can view
your desktop and share control of your mouse and keyboard to get you on your way to a solution.

How to Get Support

You will find the answers to security questions and system configuration requirements on our FAQ page. You can also view a
demonstration of a screen-sharing session.

How It Works

Step 1: Simply type your question or the nature of your problem in the box. Then click the button to proceed.

Step 2: You are prompted to download a small virus-free plug-in which will connect you to a member of our support team.
Step 3: Your support representative will chat with you online to obtain the details of the problem.

Step 4: With your permission, your support representative can view your screen and share control of your mouse and keyboard.

Step 5: You are in full control of your computer at all times. You always have overriding control of your mouse and keyboard, and
you can end the screen-sharing session at any time.

Welcome to Software Techniques Online
Support

Your Name:
Your Company Name:

Please fill out the fields above, type your question in the
box below and click the button to proceed.
Click

Here!

®m POowWEeRED BY GoloAssist™
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Chapter 1 — Introduction

This Manual Covers
e Installing TimeKron and importing information from other database programs
e  Setting and maintaining timekeeping policy
e  Maintaining individual, department project and job records
e  Basic operation - recording punches, time sheets and notes
e  Producing reports
e  Utilities

e  Trouble shooting

Installation and Setup

For system requirements and installation instructions see Chapter 2 — Installation and Setup.

Background Information

To set up departments, project, and jobs, see Chapter 3 — Getting Started. To customize employee policies which cover
areas such as overtime, punch rounding and other punch options, see Chapter 11 — Employee Policies.

Basic Operation

To learn how to perform the most frequently used TimeKron functions, Chapters 4-10 demonstrate how to keep routine
timekeeping records for each employee. Chapters 12-14 cover additional tools which can help track timekeeping.

Reports

To see samples of the reports TimeKron can generate, see Chapter 16 — Reports.
Utilities
To review TimeKron Utilities, see Chapter 17 - Utilities

Trouble Shooting

For fast help with common problems, see Chapter 18 — Trouble Shooting.

A Windows® Program

TimeKron runs under the Microsoft Windows® Operating System. This manual assumes that you know how to perform
routine mouse and keyboard operations in this environment.
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Conventions Used in this Manual

In this manual, we put [square brackets] around keyboard keys you must press, such as function keys [F1], the [Tab]
key, the [Enter] or [Return] keys. Prompts (messages and labels TimeKron displays on screen) are shown with this
typeface. Information you enter into data fields is shown with #is typeface.
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Chapter 2 — Installation and Settip

This chapter familiarizes you with the minimum and recommended system requirements necessary to run TimeKron.

The Installation Procedure is covered in detail. It leads you through the basic install steps and then follows with advanced
setup procedures. If you have questions concerning the installation or setup, do not hesitate to call Software Techniques’
Customer Support.

System Requirements

With your purchase of Timekron Diamond or Timekron SQL, your license defines a maximum number of

employees. Minimum system requirements are fine if you have 100 or fewer employees. As the number of users
grows, processing speed slows and you may wish to increase processor speed and/or memory size to recommended
levels.

Resource Minimum Recommended

Hard Drive

(local and network)

500 Megabytes (MB)

2 Gigabytes (GB)

RAM 1GB 2 GB or higher
Processor Pentium Pentium

Processor Speed 1.2 GHz 1.8GHz

Operating System Windows XP Windows XP / 7
Database Server MS SQL Server 2005 MS SQL Server 2008 R2

(SQL version only)

Installation Procedure

1. Make sure that your system meets or exceeds the minimum TimeKron System
Requirements.

2. Insert the TimeKron CD into the CD-ROM drive.

3. If your system has the Auto Run feature set on, skip to Step 6. Otherwise, click the
Microsoft Windows® #8tat| jcon,

4. Click Run and the following screen will appear.

ﬂ Nwdnmdcmnw.dm.:‘.

Qeen; [distatip.ece =

o] o | o |
Run Startup
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5. In the Run dialog Command Line box, type d:\startup.exe and click OK. If your
CD-ROM has a different letter than “d”, substitute that letter for “d”.

e:\startup.exe. The following screen will appear.
& TimeKron Startup PX\

For example,

TIMEKron

Install TimeKron

View Installation Instructions

Close

6. You may now install TimeKron. Click Install TimeKron.

The following screen will appear.

18 Timebran 17501 Server - InstaifShield Wizasd 4]

Wekcome to the nstalishiskd Wizard for
Tinwsiron 1/500 Sarver

-
i ot 16 exritrum, dhek Nest

ARG Thisceoge e s estcted by oot e
tesnationa troate

7. Click Next to continue. The following screen will appear.

i& TimeKron T/SQL Server - InstaliShield Wizard

Customer Information

Please enter your information =
User Name:

Joe Smith

Organizati

Install this application for:

(® Anyane wha uses this computer allusers)
() only For me { Jog Smith)

[ cpack [ nmest» | [ concel |

8. Enter Customer Information. Click Next to continue and the following screen will appear.
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i TimeKron T/SOL Server - InstaliShield Wizard

Destination Folder
Click Mext ta instal to tis folder, or click Change o install ko a different Folder 2
G Instal Timekron T/SOL Server to:
Ci\Program Files!SoftwareTech| TSGOLY
[ eBack J[ nmex> J[  cancel |

The Destination
Installing to the

The above screen will allow you to change the destination folder.
Folder is the folder where the TimeKron software will be installed.
default folder is recommended.

Note - The Destination Folder is where the software program is loaded. This will be different than your
Common Directory (discussed later in the Startup section of this chapter). Also, the installation directory
is not usually located on the same disk or computer where your main Data is located. The software works
best when installed directly on the client, to take full advantage of the nature of C/S architecture.

After selecting an installation directory, click Next to continue the installation. The following
screen will appear.

i& TimeKron T/SQL Server, - InstallShield Wizard

Ready to Install the Program
The wizard is ready ko begin installation, R‘.

TF you want bo review of change any of your inskallation settings, click Back. Click Cancel ko
exit the wizard,

Current Settings:

Setup Type:

Destination Folder:

CifProgram Files|Software Tech{TSGL,
User Information:

Mame: Joe Smith

Company: Acme Widget Company

[ <Back  J[ mstal [ cancel |

If you have made a mistake, you may go back and correct it at this time.

10. If you agree with the information stated, click Install to continue. The following screen will

appear.

{& TimeKron T/SQL Server - InstallShield Wizard

Installing TimeKron T/SQL Server e

The program features you selected are being installed.

| Please wait while the InstallShield Wizard installs Timekron TYSQL Server.
5P This may take several mintes.

Status:

[ ]

Cancel
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Install Shield will keep you abreast of its progress.

When the installation has been completed, the following screen will appear.

i TimeKron T/SOL Server - InstaliShield Wizard E|

Installshield Wizard Completed

The Installshield Wizard has successfully installed Timekron
T/SGL Server, Cick Finish to et the wizard,

11. The installation is now complete. Click Finish and you will be returned to the following
screen.

& TimeKron Startup 3

TIMEKron

Install TimeKron

View Installation Instructions

Close

12. You are now ready to run TimeKron and setup your database connection.

13. Click Close to continue.
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| Note — If the Common Directory has already been configured, skip to License Activation.

Database Connection and Setup — SQL Version

Only use this section if you are using the TimeKron SQL Server Edition. If you are using TimeKron Diamond Edition, skip
ahead to Database Connection and Setup — Diamond Version.

1. Before continuing you will need to make sure that you work with your DBA to create an empty SQL database.
Make sure that the database is large enough to support all your data. Also make sure your DBA has given you a
SQL account with the necessary security to create all the tables that TimeKron will create.

Write down the SQL Server Name for reference

Write down the SQL Database Name for reference

Write down or memorize your SQL account User Name

Note — TimeKron requires an account with SQL authentication. This SQL account will be used by the
application itself for accessing and updating the database and must have full administrative
privileges.

(Also memorize your SQL account password)

2. Next, work with your DBA to make sure you have a SQL connection from your client workstation. The next few
steps will help you help you complete the connection process. It will be probably be best if your DBA assists you
in the next few steps.

Most SQL environments will require the SQL DBA to perform some of the database installation steps.

Use the Database Administrator Tool for TimeKron to establish the SQL database connection and setup the
database tables. From the Windows start menu, click Tools-Database-Administrator.

ﬁ Timekron T-30L Server » ﬁ Tools P| Qj Diatabase Adminiskrakar

® Punch Station

(% Timekron T-5QL Server

@ Timekron T-30L Server Help
Selecting DB Admin mode from the Windows Start Menu
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3. After starting TimeKron, you will be asked to review the license agreement.

Be sure to read through the entire License Agreement:

If you agree with the terms of the license agreement, click

€ J

License Agreement

Copuright/Licenze/\w arranty Tl

TimeKron T/S0L Server Edition® Copyright © 2006 by S oftware Techniques Inc.
Al rights reserved.

Licerze Agreement

One registered copy of Timekron TASAL Server Edition may be used
simultaneously by raultiple peaple not to exceed the number of autharized users
specified by the product purchased. “Whereby the number of authorized users
concurrently operating the program is subject to purchase license.

Y'ou may access the registered version of Timekron T/S0L Server Edition through
a network, provided that you do not exceed the tatal number of users zet forth by
the product.

GoverningLaw o e 5

(i AGGEPT THIS AGREEMENT: (01 DO WOT ASGEPT THIS AGREEMENT

| ACCEPT THIS AGREEMENT:

| DO NOT ACCEPT THIS AGREEMENT:

Click OK to continue.

4. If you clicked I Accept after installing TimeKron, the following login screen will appear.

At this point you will be not be able to login. The first thing you will need to do is configure your Common

If you do not agree, click

Uzer Mame:
Pazsword:

it

e
=

3

vt
=1
o

ply
=

Wi
'i{ E

.

Common Directory

V0,22 33 C:4Program FileshSaftwaretechhT zgls

Directory and setup your ODBC Connection. To do this click on Configure. If the button says "Change" instead
of "Configure™ then you are in the wrong place. You need to be running the DB Admin Tool first before running

the main application.

5. The first thing you will need to do is establish a common directory. Your data will be stored in a SQL database,
however, TimeKron still needs a common area to store common files that can be accessed by all users. It is
usually best to store this on a networked file server that is on the same network as your SQL database server.
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63 ODBC Connection

Set Common Directory

Common Directary
WpServer\SOL Suite\Common®, |E]

Move directony...

Cancel

Note to the Network Administrator - The common directory serves as a central gateway for the application. It
contains graphical images, user defined absence icons, encrypted email configuration files, encrypted ODBC
connection strings, and report templates as well as other common components shared by all users. It is
important for consistency that all users who are accessing the same database share the same Common Directory.

Select a common directory on a shared network drive or shared network resource, such as “\\MyServer\SQL
Suite\Common\”.

6. The next step is to connect to the SQL Server and create an ODBC connection.

Q’ ODBC Connection

Set ODBC Connection
Driver | SOL Server | [ Adiust manuslly
== Connection String

Application | SOL_SUITE | | DRIVER=SOL Server; SERVER=; UID=: ~
5 PhfDr= s DATABASE=;

S | | APP=5OL_SUITE
Databaze | |
User 1D | | v

-password is encrypted Far N

Password | | secuUrity purposes.

Enter the name of the SQL Server and the SQL Database that you recorded earlier. You will need to supply a SQL
server account ID and password. If you are not sure contact your SQL DBA. You can test your connection by
clicking on Test Connection. Once you have made a successful connection, click on Next.

7. At this point you will have the option of checking for updates on the Web.
&1 0DBC Connection

Check for Web Updates

ﬁ‘!‘ﬁ Check, for Updates

Cancel

This step is not always necessary, but is probably a good idea. In some instances where there has been a
change to the database structure, you may have to check for and download an update. If there are updates
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available, they will be downloaded to the common directory. Each workstation will update itself from the
common directory. Click Next to move on to the next step.

After connecting to the SQL Database, TimeKron will automatically test the database for structural integrity. If
you have just installed the application, the database should be empty.

& ODBC Connection

Check Database Structure *Empty database

Problem Details Perfarm . E

Check l l Fix l [ Fix All ‘

Missing Table Table:C_DEPTF = [ Prampt
Missing Table  Table:C_EMPF CREATE TABLE ~
Missing Takle Table:C_LOCKMANAGER C_CurlserfUsernurm numeric

Missing Table  Table:C_MASTPATH (18,03 NOT MULL username char
Mizsing Tahle  Tahle:C_SECF (10 MOT MULL swarkid char (30)
Missing Table  Table:EXTERMNAL_PUNCH mg Hgtbﬁ“ff‘é—'?t”ﬁgfgbgfm
Missing Tahle  Table:S_AGCDEPT o hitNOT-NDLjL'E) !

Missing Tahle Tahle:S_ACCSCHED ! .

To create a new database or to repair an existing database with a broken database structure click on Fix All.
TimeKron will automatically construct all the missing database components. Once you have a working database
structure, click on Next.

The next step is to make sure that the data in the database is initialized for use. At this juncture the data should
be empty and will need to be created just like the database structure was created.

f’ ODBC Connection

Check Data

Databage Priority Petfarm ]
5 Check Fix

MagicHum
Policy
Projects
Jobs

[]n]

Year
Holiday
AccSched

Total Import

(== R TR R

I l Clear All Locks l
b

TimeKron can easily create an empty database for you. However, if you already have a non-SQL version of
SoftTime Diamond or TimeKron you can do a Total Import. This is the best way to import data. It will preserve
all of your settings without having to set everything up from the beginning.

If you would rather start from scratch with a blank database you can click on Fix All.
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f’ ODBC Connection

Check D ata
Database Pricrity Perform ] [ . l [ : l
Data is complete 3 l Check Fix Fisc Al
Tatal Impart
l Clear All Locks l
b
Firish

Database successfully created - DB Admin setup complete

Once the data is created the database administration setup is completed. Click on Finish and you can return to
the Database Administrator Logon screen.

U zer Mame:

k.
Cahcel

Fazzward:

|
|

e
it

LRI
‘l al:ﬁ‘l';'i
Y L]

Common Directory

C:%Proaram Filez\S oftwaretechyTeglh

W0.22.33

Return to Database Administrator Login

With everything completely setup you will now be able to access TimeKron from the icon on your desktop or from
the Windows Start menu.

Database Connection and Setup — Diamond Version

Only use this section if you are using the TimeKron Diamond Edition. If you are using TimeKron SQL Server Edition, check
out the previous section, Database Connection and Setup — SQL Version.

1. The next few steps will help you help you complete the connection process.

Use the Database Administrator Tool for TimeKron to establish the database connection and setup the
database tables. From the Windows start menu, click Tools-Database-Administrator.

E Timekron Diamond Edition » E Tools P| 'E’ Database Administrator

% Punch Station
(:’j Tirekron Ciamond Edition

@ Timekron Diamond Edition Help
Selecting DB Admin mode from the Windows Start Menu
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2.

3.

After starting TimeKron, you will be asked to review the license agreement.

Be sure to read through the entire License Agreement:

0
License Agreement
Copyright/Licenze/w arranty ~

Timekron T/S0L Server Edition® Copyright © 2008 by S oftware Techniques Inc.
Al rights reserved.

License Agreement

One registered copy of Timeknon T/SAL Server Edition may be used
simultaneously by riultiple peaple nat to exceed the number of autharized users
specified by the product purchased. “Whereby the number of authorized users
concurrently operating the program is subject to purchase licenze.

‘f'ou may access the registered version of Timekron T/S0L Server Edition through
a network, provided that you do not exceed the total number of users et forth by
the product.

glo_verningLat-\{ . - e b

(&) AGCEPT THIS AGREEMENT: (O 1 DO NOT ACGEPT THIS AGREEMENT

If you agree with the terms of the license agreement, click e BT T

If you do not agree, click
DO NOT ACCEPT THIS AGREEMENT:

Click OK to continue.

If you clicked | Accept after installing TimeKron, the following login screen will appear.

Izer Hame: | Admin

Fazsward:

T I

Common Directory
T:ATesthFoxsvite,

V2015

At this point you will be not be able to login. The first thing you will need to do is configure your Common
Directory. To do this click on Configure. If the button says "Change" instead of "Configure' then you are in
the wrong place. You need to be running the DB Admin Tool first before running the main application.

The first thing you will need to do is establish a common directory. TimeKron needs a common area to store

common files that can be accessed by all users. This common directory will also be where your main database is
stored. It is usually best to store this on a networked file server.
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G’ 0ODBC Connection

Set Common Directory

Common Directory

| [T:4T estyForsuiteh |[:]

Move directom...

Note to the Network Administrator - The common directory serves as a central gateway for the application. It
contains graphical images, user defined absence icons, encrypted email configuration files, encrypted ODBC
connection strings, and report templates as well as other common components shared by all users. It is
important for consistency that all users who are accessing the same database share the same Common Directory.

5. This step will show you where your database will be stored in relation to the common directory. It also shows the
type of database used. Click Next to go to the next step.

| Set ODBC Connection |

6.

Databaze Type

['ata Folder

| Vizual FosPro Tables

| TiATest\Foxsite\ODBL

Cancel

At this point you will have the option of checking for updates on the Web.

G} ODBC Connection

Check for Web Updates

‘;‘ﬁ Check, for Updates

Cancel

This step is not always necessary, but is probably a good idea. In some instances where there has been a
change to the database structure, you may have to check for and download an update. If there are updates
available, they will be downloaded to the common directory. Each workstation will update itself from the
common directory. Click Next to move on to the next step.
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7. After connecting to the database, TimeKron will automatically test the database for structural integrity. If you

have just installed the application, the database should be empty.

DBC Connection

Check Database Structure *Empty database

Prablem

Missing Table
Missing Table
Missing Tahle
Missing Table
Mizsing Table
Missing Table
Missing Table
Mizsing Table

Rdim i e Tobln

USER
Tahle:C_DEFTF

Perfarm
Check

| L]

[ Prampt

Tahle:C_EMPF
Tahle:C_LOCKMANAGER
Tahle:C_WASTRPATH
Tahle:C_SECF

Tahle: EXTERMAL_PUMNCH
Tahle:5_ACCDERT
Table:S_ACCECHED

R P R Al | b

CREATE TABLE
C_Curlserfusernum nurmeric
(18,00 MOT NULL username char
{103 MOT NULL wwaorkid char {30)
MOT NULL  curenum numeric (18,0)
MNOT MULL locked hit NOT WULL
\5a bit NOT MULL )

E

Cancel

To create a new database or to repair an existing database with a broken database structure click on Fix All.
TimeKron will automatically construct all the missing database components. Once you have a working database

structure, click on Next.

8. The next step is to make sure that the data in the database is initialized for use. At this juncture the data should
be empty and will need to be created just like the database structure was created.

G] ODBC Connection

Check Data

Database

Magichlum
Folicy
Projects
Jobs

ol

Year
Haliday
AccSched

Pricrity

L= R IS )

W

Perform
Check

-] =

Total Impaort

l Clear All Locks l

Cancel

TimeKron can easily create an empty database for you. However, if you already have SoftTime Diamond or
TimeKron you can do a Total Import. This is the best way to import data. It will preserve all of your settings
without having to set everything up from the beginning.

If you would rather start from scratch with a blank database you can click on Fix All.

) ODBC Connection

Check Data

Databaze

Pricrity

Diata is complete

£

Total Import

l Clear All Locks l

Cancel
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Database successfully created - DB Admin setup complete

Once the data is created the database administration setup is completed. Click on Finish and you can return to

the Database Administrator Logon screen.

U=zer Mame:

Pazaword:

oy g pacuE)g

Common Directory
T:ATest\Foxzuiteh

V2015

Adrmin

Return to Database Administrator Login

With everything completely setup you will now be able to access TimeKron from the icon on your desktop or from

the Windows Start menu.

License Activation

1. Now you should be ready to run TimeKron for the first time.
ser Mame: | ddmin
Pazzward:
=
Common Directory
V2293 T:ATestSqlum®
First time application login
To enter TimeKron for the first time, login in as Admin with no password. Once you get in you can
change your User Name and password. If you did a Total Import you will be able to use the User
Names and Passwords that were imported.
2. Now you should be ready to activate your license.




TimeKron User Manual

24

&

f’ Activation Code

Enter the activation code provided
with the software.

Activation Code

| k. | | Cancel

Enter your activation code

Your CD and CD case should contain an Activation Code. Simply enter the code and click on OK and
you are ready to use TimeKron. Once activated, your database will be locked into a maximum number
of employees. If your company exceeds that number of employees, you can contact your sales
representative to purchase a license extension. You will then receive a new activation code, which can
be entered through the Upgrade License Utility.

Congratulations! You are now ready to begin using TimeKron.

Setting up additional workstations

After the first workstation, each additional workstation is much easier to set up. To set up additional workstations, you
can enter the program normally (not in DB Admin mode). Once in the program, you will get to a similar login screen:

Uszer Mame: |
Pazzward:

o,
EL
q‘;:l!% il

Common Directory

C:%Frogram Files'SoftwaretechhTzgl

W0.22.33

The Configure button has been replaced by the Change button. In this case, click the Change button. The following
screen will come up:

f’ Common Directory

Camman Dlirectary
WkyServerhSEL Suite\Common®,

Just change the Common Directory field to what you set up in the step above. Once you click OK, the workstation will
inherit all the settings from the common directory. Just click OK on the Login Screen and you'll be in!
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Chapter 3 — Getting Started

Now that you have installed TimeKron, you will want to configure the software to your specifications. There are 7 areas
that you should configure to setup your environment:

e  Super Administrator Options
e  Workstation Options

e  E-mail Configuration

e  Employee Policies

e  Project List

e Job List

e  Department Roster

Visit these sections in order for best results.

System Roles

In order to better understand which users have access to which options in TimeKron, it is helpful to cover the System
Roles.

Employee

Employees generally have read-only access to their own information. They can view their own calendars and reports. In
some instances, they may be granted additional privileges depending on their policy settings (see Chapter 11 — Employee
Policies).

Administrator

The Administrator role is allowed to view and modify time records for a certain subset of employees. This can be for one
or more departments. The Super Administrator sets their privileges.

The Administrator role does most of the data entry into the TimeKron system. They can access and modify all employees
in their purview, but can not alter any global configuration settings.

Super Administrator

The Super Administrator has all privileges on the TimeKron system. They can do everything an Administrator can do as
well as set global configuration parameters and assigning Administrator roles and privileges. The Super Administrator can
also give users Super Administrator options.

Super Administrators have access to all employees, all the time. They also have access to all sections of the program.
Super Administrators can log in as regular administrators if they want. If you log on as a Super Administrator, the
database will be locked and you will be the only one allowed to use the database at that time.
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Database Administrator

The Database Administrator is a special role that works outside of the TimeKron application. This person is responsible for
making sure that your Database is functioning properly. This includes creating the database, making sure the database
server is operating smoothly, making sure the TimeKron Database is secured and accessible by all those that need to
access, and finally making sure it is backed up on a routine schedule.

Feature (see menu) Employee Admin* | SA (shared) SA (users locked out)
Export X X X
Import X
Employee Policies X
Projects X
Jobs X
Departments X
Punch/Note X X X
Maintenance

Time Sheet Approval X X X
In/Out Board X X X X
Punch Station *x *x ** *x
SA Options X
Email Configuration X X
Upgrade License X
Web Update X
Email Notification X X X
Employee Reports X X X X
All Other Reports X X X

* — Read-Only Admin access is identical to regular Admin access, with the exception that a Read-Only Administrator
cannot change data.

** — All users can start and use the Punch Station. However, the Punch Station can only be initialized and set up by a
Super Administrator. If the Punch Station has not been initialized, it cannot be used. For more information regarding the
Punch Station, refer to Chapter 14 — Punch Station.
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Getting Around

TimeKron is a standard Microsoft Windows® application. You should be familiar with concepts such as menus, clicking,
double-clicking, drag & drop and therefore have no problem navigating.

Jeff Jones, Sales

December & || 2005+ Time Sheets Punch Records Motes Employee Information
e o IEIEL) Status Mot Submitted Date Range | 12/4/2005 - 12/10/2008 [week H50] B
Dec 05 Sun | Mon | Tue | Wed | Thu | Fri Sat -~

HEEEEEE IPiBEE: 46 1204 125 126 127 128 1z izip  TOWl
18[19[20[21 4)
[25/26)27|28{29)30/31

Jan 06[TZ[3]4[E[6 17|~
-All Departments- v
[] *Show terminated employees
Birowen, Cindy -~
Lane, Mark
Smith, Thomas
Smith, Tom

v
b Taotals B

& Add ¥ Remave SoftTIME
@0 shov [ Submit ] I e I [¥] Show SoftTime Data [ Show time in HH:hM

The default screen of TimeKron shows a list of employees and a form with 4 tabs: Time Sheets, Punch Records, Notes,
and Employee Information. Each of these tabs has their own section later in the document. There is also a Department
drop-down list box so you can filter your list of employees by department.

f} TimeKron T/SOL Server [TSOL]

TimeKron also depends on “menu navigation” to find some features. Explore the menus. Depending on your role in
TimeKron, you will have access to some of the features. The others will be disabled.

File Edit “ew Tools Reports  Help

TimeKron operates by interfacing with the database. This is handled internally by the application as it communicates with
the database Server. The database Server can maintain several databases. To make sure you are accessing the correct

database you can always look at the application title bar. If you are using the SQL version, it should include the name of

the database in square brackets (e. g. [TSQL]).

If the correct database does not appear in the title bar, exit the application and contact your Database Administrator.

Employee Selector

You can choose which employee to view by clicking their name in the list to the left. You can filter this list by changing
the Department dropdown and the Show terminated employees checkbox. All information on the tabs to the right of this
list will reflect data for the currently selected employee.

Administrators can also add and remove employees from the list. Employees can only view themselves. Their list will only
have themselves in it.
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Read Only Access and

The first user to access an employee will place a lock on that Employee Information. When the second user attempts to

| Al Departments- b

[]#5haw terminated employees

Browin, Cindy Al
Jones, Jeff o
Lane, Mark

Srith, Thai
Srith, Tam

e

[ i Add ” ¥ Remaove

Record Locks

access the same employee at the same time he will only be able to access the Employee Information in Read-Only mode.

This will prevent two users from changing the Employee Information at the same time. When Employee Information is

accessed in Read-only mode the Employee Information page title will display "[READ ONLY]" and the page will be a darker

shade of grey.

Jeff Jones, Sales

December  » || 2005
SHIWTFS
Norv 05 [B7I2E[28[a0] 1 [ 2] 3 ]/a)

Dec 05 FIAERAEE

[EEDA] 24|
i i L
Jan 0BT [2[314[5[6[7]>)

-All Departments- A

[]#5how teminated smployess

Brown, Cindy -
] i

Lane. Mark,
Smith, Thomas
Smith, Tom

>

Security settings in the system can also create Read-Only mode. Employee access has Read-Only access to their own
information by default. An administrator can also be set up to have Read-Only access to one or more departments. In
these cases, employees will come up as Read-Only whether or not another user is on that employee. This Read-Only
mode encompasses all aspects of that employee including time data entry and the screen title will display “READ-ONLY”

I
20231344 12/6/1983 I T

next to the employee name and the screen will be a darker shade of grey.

Employee Information [READ OMLY]
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Week Selector

The main form in TimeKron always has to have a week range selected. This week range is selected through the Week
Selector located just above the Employee Selector. You can scroll the week selector up and down weeks using the up and
down arrows and even change the current month and year. In the week selector, today’s date will be highlighted in red.

| Decenber 4 || 2005 |

B s
Mo 05 |2:-'|2s|29|3u| 1 [2]3]a]
ec 05 R

TFEDEEER

[EEEEl =
e T s e N
Jan06[T]2[3[4|5]E]7]™)

Select a week

Show In/Out

The main In/Out board is discussed in more detail in Chapter 5 — In/Out Board. The main screen, however, allows the
In/Out status of the employees to be displayed right in the main form. To see the In/Out status, click the

button on the main form. You will then see the In/Out status of each employee appear next to the
name.

-All Departments- b

[] *Show teminated emplopees

o ETE—
Janes, Jeff B

Lane, Mark
@  Snith, Thomas
@ Snith, Tom

=

To hide the In/Out status again, just click the button.
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Super Administrator Options

To enter this mode, click on Tools->Super Administrator Options. This screen allows the Super Administrator to
configure global settings that will apply across TimeKron.

& Super Administrator Options X]

Options

‘Work week starts | ZETIEE

Cultaff hours for punch outs. 2000 %
CPunch segments equal te this ameunt or greater will not be aute-created)

Task Maming
Single Plural
Project | Project Projects

Job | dob Jobs
SoftTime Suppression
[ Suppress SoftTIME Diamond SAL
User-defined Punch Comiments
@ Administiator O Workstation
External Punches
[[J Enable Extemal Punch System
Company Infa

Name | Software Techniques Inc.

Get Compary Logo
[ Compary name in report ftle

Options

Work Week Starts — Here you can specify what day of the week your work week starts. This setting affects all other parts
of the application and should be chosen carefully.

Cutoff Hours - TimeKron can record punches all day long. When someone punches in and then punches out, TimeKron
creates a punch record recording the start of the segment (Punch In) and the end of the Segment (Punch Out), and
figures out the time of the segment. However, TimeKron does have a limit in terms of how long it can create a time
segment for. For example, If someone punches in at 9:00 AM, but then punches back in again the next day at 10:00 AM
(because he forgot to punch out in the evening), normally, that would create a 25 hour segment. In TimeKron we put a
limit on how large we can auto-create a segment of time. If any punch out would exceed the cutoff hours the punch is
still created, but the segment is not completed as normal. Instead, we generate a Note explaining the excessive hours
and leave the original segment open.

Task Naming

Throughout this manual we refer to both projects and jobs. Those terms are used in order to classify time worked. If
your company uses a different terminology for projects and jobs, you can specify it here. After you change it here, the
terminology will be changed throughout the application. Because we use both singular and plural forms of the words, we
ask that you specify both.

SoftTime Suppression

If you are using SoftTime with TimeKron, TimeKron will automatically have access to SoftTime data and allow you to
access some SoftTime data from within TimeKron. If you wish to suppress this feature, just check this box.

User-defined Punch Comments

When punching in or out, each user has the opportunity to add a note as to where they are going or where they've been.
TimeKron includes a section where you can customize some of the quick messages to suit your company. Here in the
Super-Administrator form, you can decide at which level you want the Punch Comments customized. If you choose
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Administrator, then the comments will be customized in one place for use by all users. However, if you choose the

workstation option, then comments will be customized for each workstation. If you've selected Administrator, then you
can click the Adjust... button.

& Punch Comments =

Aderatstos Comment 1
Out ko hnch
Ackrarsshisber Commment 7
Deback &
Audrrarsiraoe Comment 3
1. Apganiment
Adaraatator Comment 4
Hestrg
Advinatstoe Comment 5
Bresk
Al ber Crrerard B
Gone fof the day
Administy e Comment 7
e p—
Adiriatstce Comment
Adiminivraior comment §

[ |

External Punches

Check “Enable External Punch System” to enable the external punch system. For more information see Chapter 15 —
External Punch System. If this is not checked then all external punches will be ignored.

Company Info

This information allows you to customize reports and printouts with your company name and logo. The name entered
here will appear wherever a report or screen displays the company name. Pressing the Get Company Logo button will

present you with a file picker dialog to choose an image file for your company logo. Reports allow you to select a
checkbox to display this logo on printouts.

Workstation Options

To enter this mode, click on Tools->Workstation Options. These options apply only for the specific workstation on
which TimeKron is running. They govern certain settings that apply to the user’s session and display preferences.

e’ Workstation Options g|

[] Caze Sensitive Password
Tool Tips

E it ' arring
Deletion W arning

Shaw Totals in HH:MM

Suppress Auto-Start when uzer
logs into "Windows

| ’ Adjust Punch Comments. .. ]

Low Resolution Reports

This option allows you to specify that you have a lower resolution printer. The report generator will forgo the fancier
shading it uses when generating reports.
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Case Sensitive Password

This applies to the passwords for THIS WORKSTATION ONLY. If it is set then anyone logging into this machine will be
required to enter a case sensitive password.

Tool Tips

Checking this box will present you with a tool tip on the cursor wherever one is available in TimeKron. This can be helpful
when you are first learning the software and can be turned off after you are familiar with the program.

Exit Warning

This option will alert you any time TimeKron is closing to make sure you actually wish to end your session.

Deletion Warning

This option will confirm deletion any time you attempt to delete anything in TimeKron.

Show Totals in HH:MM

When this is checked, times in TimeKron will be shown in hours and minutes. Otherwise, times will be shown in
hundredths of an hour.

Suppress Auto-Start

TimeKron can be setup to launch when a user logs in to Windows. This may be advantageous for some, but sometimes
you might not want that to happen. To suppress the Auto-start when a user logs in to windows from this workstation,
just check this option.

Adjust Punch Comments

As discussed in the previous section, Punch comments can be established at the workstation level or at the administrator
level. If they can be adjusted at the workstation level, this button will be enabled and you will see a Punch Comments
screen similar to the one from the Super Administrator options section.
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E-mail Configuration

To configure your e-mail settings, click on Tools->E-mail Configuration. These settings are available to the Super

Administrator ONLY.

s’ E-mail Configuration

[[] Enable E-mail Motification

Outgoing Mail Server
<mail.yourmailzerver. coms

Adminizgtrator E -mail
<admin{@yourmailserver. coms

Adrninigtrator M arne
T/SOL Server Administrator

E-mail protocol

User Mame Password

LConfirm

Drefault E-mail Subject
T/S0L Server Message

| ()8 | I Cancel

Enable E-mail Notification Check Box

This is the first step to setting up your e-mail configuration. When this box is checked all of the other settings become
enabled. Without e-mail notification enabled, TimeKron will not attempt to generate emails.

Auto-detect Settings Button

This handy button will go out onto the Super Administrator's computer and detect the server and account that is set up in

the default mail client. It will present you with a confirmation dialog showing what it was able to detect.

e} Auto-Detect Settings

I ail Server <mail.yourmailserver.com>
Admin E-mail <admin{@ypourmailzerver.com>»
Admin Mame T/50L Server Administrator

Authorization Bequired

Uzer Mame

YES

<UzerName>

.

[ Cancel

You can either accept the detected settings by pressing OK or ignore them by pressing Cancel.
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Outgoing Mail Server

This is the SMTP server name that handles your outgoing mail. It can be found in the configuration settings of your mail
program. It is usually in the form “mail.yourcompany.com” or “smtp.yourcompany.com”.

Administrator E-mail

This is the e-mail address TimeKron will use to generate emails. It must be a valid account on the specified mail server
above. This is also the account that will be notified if there is a problem sending e-mails.

Administrator Name

This is the name associated with the e-mail account above. It will be filled in by the Auto-Detect or you can change it so
the generated emails appear as if they come from a certain person in your organization.

E-Mail Protocol

Most TimeKron users should be able to use their e-mail server with the default protocol. This is an internal TimeKron
protocol known as "Protocol S". In some rare instances, you may experience problems with your e-mail server settings.
In these situations a certified Technical Support Engineer may suggest that you try using the alternate protocol "Protocol
W,

My Server Requires Authentication

With security as a concern these days, most mail servers require authentication. However, since this will be internal mail
to employees, your mail server may not require it. If you use Auto-Detect, it will be able to figure out your server's policy.
If authentication IS required, you must fill in the User Name and password fields below.

User Name

This is your E-Mail user name, not to be confused with your TimeKron login. In some cases it is your full email address.

Password/Confirm

This is your E-Mail password. You must enter it here twice. Auto-Detect WILL NOT fill in your password.

Test E-mail

Once all the information has been entered, you can test to see if the information will work. Click the Test E-mail button
in the upper right. If the E-mail was sent successfully, then you will be notified. Otherwise, it will tell you why the e-mail
did not send. If the E-mail did send then go to your E-mail program and receive mail from the Administrator E-mail
account. If you receive the email, then you are all set.

Default E-mail Subject

This is the text that will appear as the default subject for generated email. You can override this subject on the e-mail
notification screen.
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Employee Policies

To enter this tool, click on Tools->Employee Policies. Employee Policies allow you to set up policy categories that
dictate how the system deals with employees. Each policy has four sections: Overtime, Rounding Rules, Punch Options
and Other.

& Employee Policies

Overtime Rounding Rules Purich Options Other

Draily Owertime  *Weekly Overtime Rate

[ Overtimme 1

| -Default Exempt Palicy- |

To maximize TimeKron’s usefulness, these policies should be set up before you enter in any employees or start regular
data entry. For a more detailed description and an explanation of each option, check out Chapter 11 — Employee Policies.

[ Deduct Daily Dvertime from 'Weekly Dvertime

Project List

To enter this tool, click on Tools->Projects. The project list allows you to set up projects that your company will be
working on. Each time you enter in time either through punching or in the time sheet, you can specify a project for that
time.

& Projects E|
Projects Agzaciated Jobs Awvailable Jobs
SAL - Sales - SUP - Technical Suppart -
SHP - Shipping
A,dd Project]
Project
Copy
Templats
A b b
Code D esciiption
| ABC | tdakes widget part & ”~
Mame
| ABC Company | ~

Each project can have a code, name and description. Each project needs at least a code or a name. If you are using the
External Punch System (see Chapter 15 — External Punch System), you may want to use a numeric code as it will be
easier to enter in.

To modify a project, just find the project in the list and click on it. You can then adjust the other information. You can
have two or more projects with the same code and name, but it is not recommended.

To create a project, click the Add Project button. Then you just add in the code and/or name and description and that's it.
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To delete a project, click the Remove Project button. If the project you are trying to remove is being referenced
anywhere else in the system, you will not be able to delete it.

Each project can also have jobs associated with it. If you have a large number of jobs, associating certain jobs with
projects can make data entry easier. It is important to remember, though, that any job can be associated with any
project.

SAL - Sales w1

ISAL - Bales

SHP - Shipping

4SLIP - Technical Support

In this example from the Time Sheet, you can see how the job listbox lists the associated jobs before all the other jobs.

To associate a job with a project, first select a project from the list on the left. From the Job list on the right, you can click

on a job and then the button and it will be added to the Associated Jobs list. You can also double click on the job

and it will be added as well. To remove a job from the Associated Jobs list click the button or just double click the

job.
Copy
. . . . . T emplate
If you have one project that you want to have the same associated jobs as another project, you can click the
button. You will then see a list of all projects and their associated jobs:

Q’ Project List

Associated Jobs
ABC - ABC Company A 54l - Sales ~
SHP - Shipping

Cancel

Just click the project you want and click OK. You will then see the original project with the same jobs.
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Job List

To enter this tool, click on Tools->Jobs. Used in conjunction with Projects, Jobs are used when recording time in
TimeKron.

Jobs Code

Ok HEEm

SHF - Shipping
Cancel SUP - Technical Support

Mame
Sales

AddJob Dezcription

Fiesponsible for zelling product -~
Remove

Job

¥ [ Counts as time worked

Each job can have a code, name and description. Technically, you don’t’ need to have either a code or name for a job,
but it is recommended that you use one or both of those fields as a title for the job. If you are using the External Punch
System (see Chapter 15 — External Punch System), you may want to use a numeric code as it will be easier to enter in.

To modify a job, just find the job in the list and click on it. You can then adjust the other information. You can have two
or more job with the same code and name, but we don't recommend it.

To create a job, click the Add Job button. Then you just add in the code and/or name and description and that’s it.

To delete a job, click the Remove Job button. If the job you are trying to remove is being referenced anywhere else in the
system, you will not be able to delete it.

Note — Projects and Jobs can be created on the fly by users with the appropriate policy privileges (see Chapter
11 — Employee Policies).

Department Roster

To enter this tool, click on Tools->Departments. The Departments screen allows you to add and remove departments
and provide name and description information.

You can also view which employees belong to which departments (this is set in the employee information tab). This tool
is only available to the Super Administrator.

If you attempt to delete a department that has employees assigned to it, TimeKron will ask you to remove all references
to the department before deleting it.
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Sipe partments

Sales

Department Mamme

Fiesponzible for general office
administration

€

€

Employees
| Administration Brawn, Cindy ~
Sraith, Thamas
Description Smith, Tom

€
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Chapter 4 — Employee Information

To access Employee Information, click on the right most tab of the main screen (Employee Info Tab).

Time Sheets ” Punch Records ” Mates " Emplapes Infarmation l ‘
This screen defines personnel information concerning each employee.

T Shasts Puach Riscords T = —

e Dite
]

ETEEIED oo

it v v s ERoad Oy

Administrators have either read-only or full access to information on this screen depending on their security level.
Employees have read-only access.

Add Employee

Pressing the Add button at the bottom of the employee list will display the Add Employee screen. Last Name and Hire
Date are the only required fields, but you will most likely want to enter all the information that you have.
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© Add Employee =
Frit Name o 1muz -
Laat st Dipuinert j
Ve Pokey E
Dirdt E ol Pebey * (7]
Bt Dt Hee Daln Gieraden
122008 -
Emal
Frel
Frglcpme Hens [t
Pancl
"
-
Compentation
000 | Heasly w
Defauk Project ox
Dieist Job
. g =
EExempt O Non-axempt

Remove Employee

Clicking the Remove button simply removes the selected employee from the list and from the system. All of their absence
information will be deleted. If you have Deletion Warning checked in the workstation settings you will be asked to confirm
the deletion.

Employee Deletion

@ Are pou sure you want to delete Cindy Brown from the databaze?

Employee Information

Since most fields are self explanatory, only the fields that require an extended explanation will be discussed.

Firerias Sreith, Airsirist atinn.

L e e

Hire Date

Each employee is required to have a hire date.

E-mail

TimeKron supports E-mail notification.
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Department
A drop-down list of all departments is used to set this employee’s department. Departments are maintained by the Super
Administrator in the Departments screen under the Tools menu.

Photos

TimeKron allows you to associate pictures with each employee. Just click the Find button and find the picture for the
employee. The picture can be in GIF, JPG, or BMP format. To remove the picture press the Remove button.

Phioto

Find Femaove

Find Photo

Security Profile

The Security options allow the Super Administrator to grant Administrator privileges to users managing departments and
to assign which departments they have access to. The Super Administrator can also grant Super Administrator access to
another user.

Administrators and Super Administrators can also change an employee’s User Name and Password. Employees can view
their own security setting (Employee Access), and can change their own password.

Security
ser Mame
Gk Change password

O Employes Access
() Administrator Access
() Super Administrator Access

O -&ll Departmemts- -
E?Devell:upment
ﬁTesting

L

%Full wiEMail %imited
L Full dccess gad Orily |

Notice that an administrator can be given access to more than one department without being given access to all
departments. Also the administrator's privileges can be set at one of four levels. Clicking on an empty check box will give
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a blue checkmark, which grants the maximum level of access including the ability to receive administrative email
notification. If you click on the blue checkmark it will change to the green check mark. This second level grants full read
and write access, but the user will not be notified through administrative email notification. Clicking a third time will
change the checkmark to orange which grants access only to add or change time data, but not employee data. Clicking a
fourth time will change the checkmark to yellow, which will allow the user to view employee absence data for that
department, but no access is given to add or change data. If you click a fifth time the checkmark will be removed and the
administrator will not have any access to that department.

Default Project/Job

TimeKron supports unlimited projects and jobs that can be associated with time. It is likely, however, that each employee
has a project and/or job that they use more than others. If that is the case, then you can use the Default Project and
Default Job fields to set it up. These defaults will be handy when punching in and out.

Default Project

ABC - ABC Company L
Default Job
SHP - Shipping L

Policy

Each employee will have a ‘Policy’ associated with them. This policy will dictate how overtime, rounding rules, punches
and other things will work for each employee in the system. For a more in depth discussion of policies, check out Chapter
11 — Employee Policies.

Folicy

-Drefaulk Exempt Palicy- b

Policy Overrides

Once you have selected a policy for an employee, that employee retains all of the attributes of that policy. Most of the
time, this will work fine, but occasionally you may need to make slight adjustments to a policy for one or more employees.
Instead of creating a whole new policy, you can use Policy Overrides. To access Policy Overrides, click the [?] button next
to the Policy field.

You can override any or all parts of each policy. To override an option, just click the override checkbox of the section you
want to change and then select the option you want for that employee.
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-Default Exempt Policy-

Cither

Overtime Rounding Rules Punch Options
Override Project/Job options
[[] Can Add Projects Can Add Jobs

] override Mote options

[ owerride Time Sheet/Punch options

[ awerride Auta-Start options

Fields in BOLD are overrides from the main policy

Here, Project/Job options have been overridden and Can Add Projects has been unchecked. From now on, this employee
would not be able to add projects even though the —Default Exempt Policy- would normally allow him to do it. To undo an
override, you just need to uncheck the section. In this case you would uncheck ‘Override Project/Job options’. The
default values for that policy would then be back in place. Fields in BOLD are overrides from the main policy.

Exempt Status

Each employee has an exempt status associated with them. Normally, salaried employees would be classified as ‘Exempt’,
while hourly employees are usually classified as ‘Non-Exempt'.
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Chapters5 — InZOut Board

In an office setting where there are numerous people, it can be difficult to keep track of the comings and goings of every
single employee. For this reason, TimeKron has an In/Out board to tell you who is in and who is out. The In/Out board
can be accessed from the Quick Start Menu and it can also be accessed by clicking View -> In/Out Board. The In/Out
board will look like this:

# ;In/Dut Board [E3]
In Out Employee™ Date Time Location Details » Comme %
!]Smith"rom 12062005 2:41:22 PM vpBEARBOX ‘
E] Smith, Thomas 12062006 2:41:41 PM vpBEARBOX -
E]E] Lane, Mark 12082005 2:41:36 PM  vp BEARBOX -
E]E]JDHES‘JEIT 12/8/2005 224114 PM vp BEARBOX
[(T])(®] Brown, cindy 1282005 24117 PM vpBEARBOX
~
10:07:36 AM

The In/Out Board tracks the punches of all employees and shows you their last recorded punch. The information on this
form should be self explanatory for the most part. The Location column represents the location of the last punch for that
employee. Unless you are using external devices, the location will be the ‘name’ of the computer where that person
punched. The Details part of the Details/Comments column usually represents the Project and Job that was punched into.
The Comments part represents any notes that the employee entered with the punch. In the lower left part of the form is
the current time. The Refresh button will do an immediate Refresh of all employees in the board.

This In/Out board is also customizable. The board as you see it now has all features activated. To change the look of the
In/Out board, click the Setup button.

Setup

TR Mame option
(lEmplegees (' Deputments (51 Lavt. Fist Mkl
=] o b Sincioptts 2 Pt Wik Lot
] D
JIre— SN Dosest
i (] Duplay Tme in bt
Garabage Uobection (] Dvplay Commants in fat
il [0 Oplay Cormmmprt dotnde
. [+ Display Locaion in lat
1 Diay (f erpipeas
Elompter (P omptoress
Other eptions
Rabachrsts | Grwmbes ¥
[

Employee Selection

The employees displayed in the In/Out board are customizable. Here, -All Departments- are shown. In the same way,
you can choose one or more departments to display or even switch over to the employees and choose one or more
employees to display.
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Name Option

The Name option determines how names in the In/Out board will appear. Regardless of the other options, the employee’s

name will always appear in the In/Out board. Here, you choose to display employees’ nhames as ‘Last, First’, ‘First Last’ or
‘Initials (only the employees’ initials are shown)’

Display Options

The Display options can further limit what is in the In/Out board. The first four options represent potential columns in the
In/Out board. If you don't want to see the punch Time, Comments, Details or Locations, just uncheck the appropriate

box. The last three options can limit the employees viewed. If you don't want employees that are ‘out’ to appear in the
list, uncheck the last option.

Refresh Rate

The Refresh rate determines how often the In/Out board will automatically refresh. The default is set to 30 seconds.

That means that every 30 seconds, the In/Out board will automatically refresh. You can set the refresh interval anywhere
from ‘10 minutes’ all the way down to ‘Never'.

Once you have selected the options you want, click OK to return to the In/Out board. If you've made changes in the
setup form, you should see those changes reflected. It could look something like this:

"~ 1 In/Out Board

In Qut Employee” Date Time b
[ ][®]smith, Tom 12062005 2:41:22 PM
(@[] smith, Thomas 12062006 2:41:41 PM
(@[] Lane, mark 12062006 2:41:35 PM
[C)[®]ones, Jerr 12062008 2:41:14 PM
[Z)(®] Brown, Cindy 12062005 24117 PM

A

10:39:42 AM

Form sizing and form memory

Another feature worth noting is that the In/Out board can be sized to fit your needs. If you want to make it wider or taller
you can do that by clicking on the form border and stretching or shrinking it. Additionally, the In/Out board will remember

how you sized it as well as where you moved it to. The next time you go in to the In/Out board, it will be the same size
and in the same place that you left it.

Punching In and Out

Another feature of the In/Out board is the ability to punch employees in and out. If you want to punch an employee ‘in’,
just click the button in the ‘In’ column and likewise, if you want to punch and employee ‘out’, click the button in the ‘Out’

column. For more information on punching in and out, check out Chapter 6 — Punching In and Out. The employees that
you are allowed to punch in and out depends on your security profile.
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Chapter 6 — Punching Inand Out

For most companies, accurately tracking employee’s hours worked is essential to ensuring that the payroll is done
correctly and efficiently. An important part of that is tracking when your employees are ‘on the clock’. In TimeKron the
main way of tracking time is through the process of Punching in and out. Punching in and out in TimeKron is somewhat
similar to punching in to a punch clock.

What is Punching In and Out?

Punching in and out is the process whereby an employee records when they are working and ‘on the clock’ as well as
when they are not working or ‘off the clock’. When an employee gets to work, they would likely punch ‘in” and when they
leave for the day or even leave for lunch, they would punch ‘out’. Another way that punching in and out is used is to track
what each employee is working on. If tracking time on specific projects is important during the day, you can punch from
one project to another. This would accurately track time worked on each specific project.

What is working out of office?

In TimeKron the two main punching statuses are ‘In’ and ‘Out’. ‘In’ is represented by a green dot and ‘Out’ is represented
by a red dot. There is another status that can also be used. It is called ‘Work’ status and is represented by a yellow dot.
‘Work’ status means that an employee is currently ‘on the clock’, but is not at the office. The yellow dot will appear in
place of a green dot in the In/Out board. With the exception of how it appears in the In/Out board, Punch ‘Work’ and
Punch ‘In’” are identical.

Other ways of punching in and out

In this chapter, we will discuss how to punch in and out using TimeKron. While this is the main way in which TimeKron
accepts punches, it is not the only way. TimeKron also has the ability to read punches from external hardware as well as
other sources. For more information on this, refer to Chapter 15 — External Punch System.

Where to punch in/out from

There are several different ways that you can punch in and out using the TimeKron software. Probably the most common
way is to do it through the Quick Start menu. The Quick Start menu allows you to quickly punch in and out from your
workstation desktop. For more information, refer to Chapter 13 — Quick Start menu. Another way to punch in is through
the In/Out board. The In and Out columns can be clicked to allow quick access to punching in and out. For more
information, check out Chapter 5, In/Out Board. Finally, you can also punch in and out through the punch station.
Punching in and out through the punch station works in the same way as the In/Out board. For more information on the
Punch Station, refer to Chapter 14 — Punch Station.

Punching In

When you punch ‘In’ through TimeKron, the form will look like this:
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J Smith, Thomas - Punch Clock

. Oud - 1272005 12117 PH

Purch Tme |[EEND  » 1:23:12 PM

Fromst Job
“ <[]

IO Commerts

.

[ Wikang oo of the oifice:

The form caption at the top shows the name of the person whao's punching in.

() Smith, Thomas - Punch Clock

The field at the top of the form shows the current In/Out status and last punch of the current user.

. |Dut-12£8£20051:21:1? P |

Rounding

Next is the rounded and actual times that the user is about to punch with.

Punch Time | [EEINEY 1:32:33 PM

On the right side in larger characters is the actual time. The field on the left is the time that will be used to punch with.
This time may represent a rounded time if this employee is set up with rounding rules. The user may also be able to
manually adjust the time using the drop-down list box, if they are allowed to adjust their own punches through Employee
Policies. For more information on Rounding rules and manually adjusting punches, refer to Chapter 11 — Employee
Policres.

Projects/Jobs
The next section is where a user can enter in a project and job to punch in to.
Froject Job
ABC - ABC Compary s | SAL - Sales v

Here the employee can specify what project and/or job they are punching in to. They can select from any project or job
in the ListBox. Additionally, if they have rights through Employee Policies, they can add projects and jobs on the fly. Also,
for quick reference, you can click the “?’ button to see the recent punches for that employee.
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G’ Recent punches

l ABC - ABC Company/SHP - Shipping ]

This form will list the 5 most recent punches for the employee. To select one of these for the current punch, just click the
button.
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Comments

At the bottom of the Punch In form is the Comments.

In/0ut Comments
5

hd

Many times when an employee punches in or out, they may want to include a note as to where they are going or where
they've been. Here is where you would put that note. You can type anything you want in the field here. Additionally, you
can choose from pre-selected notes by clicking on the “?' button.

Out ta lunch

Be back at

Cr. Appaintment

Meeting

[ |
[ )
[ ]
[ )
[ = ]
[ ]
[ ]
[ ]

Gone for the day

-Administrator comment 7-

-Adrmiristratar comment 8-

Just click the button of the comment you want to post and that's it!

Punch Work

Another aspect of the Punch In form is the ability to punch in to ‘work’ status. This is done by checking the checkbox at
the bottom of the form.

Cancel

‘ (\ Punch In

rking out of the office:

After you check the checkbox, the button above will change to yellow signifying the ‘work’ status. This will only effect the
way the status appears in the In/Out Board.
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Punch Out

At the end of the day, it's time to punch out. In TimeKron the punch out form looks like this:

_J Smith, Thomas - Punch Clock

. In-12/8/2006 2:06:44 Pt (4BC - ABC Company/SHP -
Punch Time v 2:18:55 PM
In/Out Comments
=
b
[ . Punch Out l Cancel ]

In many ways, this form works in the same way the punch in form does. The name is still at the top. The current
employee’s In/Out status and time are listed at the top as well. The two times shown are still the rounded time and actual

time and the user may still have the ability to adjust the punch out time. The In/Out Comments work the same way as in
the Punch-In form. Finally, the Punch-Out button completes this function.

Network Time vs. Local Time

An important concept in TimeKron is time normalization. In an office setting with numerous workstations, the times on
each workstation can vary. Under normal circumstances, this can cause problems for keeping accurate track of time. In
TimeKron, we want every punch from every workstation to be using the same time. We do this by using the time from

the database server for every punch rather than the local time on each workstation. This helps to normalize all the times
for all the employees.
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Chapter 7 — Time Sheets

For those employees who do not have to punch in and out to record time, they will most likely have to fill out a time sheet
to account for their hours. In TimeKron, the Time Sheet is the centerpiece for displaying time.

Time Sheet Grid

When you start up the main TimeKron application the first thing you will see is the Time Sheet Grid.

L Shests ; | Funch Records ” Motes H Ermplopee Information
Status Date Range [ 12/4/2005 - 12/10/2005 pweek #50) B
. Sun | Mon | Tue | Wyed | Thu Fri Sat ~
Project Jab 124 | 125 | 126 | 127 | 128 | 120 1z10) ToE =
ABC-ABC compa 1.00 | 2.00 3.00
ABC - ABC Compan IHF- Shioping Q7s 0.75
v
Totals|1.00 [2.00 0.75 375 [a]
SoftTIME
Show SoftTime Data [] Show time in HH: MM

What is Time Sheet Data?

The Time Sheet Grid can be used to enter in the hours worked for each day of the week. Totals are grouped by Project
and Job. Punch records will appear in the Time Sheet Grid as well but cannot be edited from this interface. The punch
record data will be consolidated under project/jobs for each day. Both punch records and time sheet records will be used

to calculate work and overtime totals.

Time Sheet Navigation

Once you click in the time sheet you can move the cursor around using the arrow keys such as in a spreadsheet. Adding
a row to a time sheet is pretty simple. Just click on a row and start entering in time. Technically, you don’t even have to
specify a project or job. Deleting a row in the time sheet is a little more difficult. Because each row represents 7 days
worth of data TimeKron does not offer a single button to remove the entire row. For each day of data that you want to
remove, you will have to go to that cell in the time sheet and delete the value. This allows you to delete only the data you
want and avoid deleting time unnecessarily. If all time in a row has been deleted, the entire row will be deleted once you
save the time sheet. Modifying time sheet rows is simple as well. If there is data on a time sheet row that needs to be
adjusted, just click in the cell and make the change. After the time sheet is saved, the change will take effect. One thing
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to keep in mind with regard to adding, deleting and modifying time sheet data is that it applies only to time sheet records
and does not apply to Punch Records. The difference between time sheet records and punch records will be discussed in

the next section.

[hr:'J Dizcard ][ H save ]

When you first open a time sheet for a week, these buttons will be disabled. Once you start making changes to the time
sheet, they will become enabled. Once enabled, you can choose to either discard any changes you've made or Save the
changes. After clicking Save, these buttons will become disabled again. If these buttons are enabled and you change

either the week or the employee, the data will automatically save.

Grid Icons

If you haven't already noticed, the column on the far left contains an icon for each row. These icons represent what type
of row it is. In the time sheet grid, there will be three different kinds of grid icons.

E# Time Sheet
This icon represents a time sheet row. These rows are editable. Note that the text in this row is normal (not italicized.)
ABC - ABC Compan| SAL - Sales 2.00 | 2.00 4.00

& Punch Record

This icon represents a punch record row. These rows are not editable. The text in this row is italicized meaning that it
cannot be edited. Anytime you see italicized text in TimeKron, it means that the data is read only.

Q.73 075

9] 48C- A8C Compan SHE- Shipping

SoftTime Data

This icon represents absence data from SoftTime. These rows are also not editable. These icons will vary slightly
depending on the category being reported. The icons will be represented by a single letter with varying background

colors.

ﬂ SoRTIME Late 0 1D
Grid Colors

If you use the Submission/Approval process (see Chapter 12), then you will soon notice different colors on the time sheet.
The default color of a time sheet is white which signifies the status ‘Not-submitted’. Once you have submitted a time
sheet and the status has been changed to submitted, the time sheet color will change to light blue.

ABC- ABC Compai 841 - Saies 200 | 200 5:00
[©] 48C- A8C Compar sHP- Shinping 0:45 0:45
B sonrie Late 10 1D

Notice that after a time sheet has been submitted, ALL records are now in italics and therefore read-only.
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After a time sheet is approved, the time sheet color will turn into light green.

ABC - ABC Compal SAL - Sales 200 | 300 5:00

[©]48c- a8C CompaysHP- Shipping 0:45 0:45

B sormine Late 10 1D
Totals

Each time sheet has an expandable totals section. The default is that the totals section will be collapsed to make more
room for time sheet records.

Tutals|2.l]l] |2.uu | | |u_?5 | | | 475 |E]

The basic totals have totals for each day of the week as well as a weekly total on the right. The expanded totals section
can break down time in terms of regular and overtime. To see the expanded totals section, click the up arrow button to
the right of the totals row. Once you click it, you will likely see something that looks like this:

Regular Time| 200 | 2.00 075 475
071 [8.00/40.00]
072 [9.00445.00]

073 [10.00/50.00]
OT4[11.00/55.00]
Totalz | 2.00 | 2.00 0.75 475

This view shows you how overtime breaks down for each day as well as the week. For more information on overtime,
check out Chapter 11 — Employee Policies. To collapse this section, just click the down arrow button to the right of this
section.

Show SoftTime Data
Show SaftTime D ata

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.
When the two are used together, each program can access data from the other. In this case, we can view absences in
SoftTime right in the time sheet grid.

Sun | Mon | Tue | ¥Wed | Thu Fri Sat

Project Job 1204 126 126 127 128 129 120 1ol
| aBC - ABC CompanSAL - Sales 200 | 200 4.00
@] ABT - ABC Cormpal SHP - Shipoing 073 75
B sonrine Late 1D 1D

In this instance, a late day was recorded in SoftTime on 12/6. Note that absences in SoftTime are recorded in both hours
and days. Those type will also be reflected here. In this case, ‘1 D’ represents 1 day.

If you have Show SoftTime Data checked, you will also see a SoftTime totals row at the bottom of the time sheet.

SuftTIHE| | |1D | | | | | 1D |

This row will only total up the SoftTime data. SoftTime data is totaled separately and therefore has no effect on overtime
calculations.
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Show Time in HH:MM

[ Shaw time in HH:bAbd

Time shown in TimeKron can be displayed in hundredths of an hour or in hours and minutes.
Sun | Mon | Tue  Wed @ Thu Fri Sat

Project Joh 1204 | 125 126 | 127 | 128 129 1210 1ol
ABIC - ABC Compar|SAL - Sales 2.00 | 200 4.00
@] ABC - ABC Compal SHP - Shipgping ] [
B sorrimee Late 10 1D

Hundredths of an hour
Sun | Mon Tue | Weed | Thu Fri Sat

Project Job 12i4 125 126 127 128 1209 1210 1ol
AEIC—AEIC Compan SAL - Sales >0 | 200 4:00
@ ABC - ABC Compan SHP - Shipping Oratd 45
B sormine Late 10 1D

Hours and minutes

Submission/Approval Process

[ Submit ” Approve ]

On the bottom left part of the time sheet page are the submit and approve buttons. Actually, these buttons not only can
submit and approve time sheets, but they can also un-submit and un-approve time sheets as well. TimeKron will
determine what each button does based on the time sheet itself and the policy settings of the currently logged on user. If
the current user is not allowed to submit or approve time sheets, these buttons will be disabled. For more information on
the Submission/Approval process, see Chapter 12 — Submission and Approval.

Other Time Sheet Data

One of the basic concepts of Time Sheets is the entire Submission/Approval process. An employee fills out their Time
Sheet for the week and submits that time sheet to an administrator who then reviews the time sheet. The Administrator
can then decide to approve the time sheet or, if they find a problem with it un-submit the time sheet and send it back to
the employee for review. Another possibility is that an employee’s time sheet might not be submitted by the employees
themselves. A brief display shows the current status of the time sheet.

Status | Not Submitted | Date Fiange | 12/4/2005 - 12/10/2005 [wesk #50) [~]
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This display can be expanded by clicking the down arrow button.

Statuz | Not Submitted | Date Hange | 12/4/2008 - 12/410/2005 [week #50)
Submitted by Submit Comments Approved by Approve Comments
Subrmit Time Approve Time

' = -
Right now, this section doesn’t show any data, but after a time sheet has been submitted and approved, it may look
something like this:

Statuzs |.-’-‘n.ppmved | [rate Fange | 1224/2005 - 12A10/2005 [Mweek #50)
Submitted by Submit Comments Approved by Approve Comments
| Srith, Thomas The timezheet wags J | Srith, Thomas The timezheet wags
= submitted, ; approved,
Subrmit Tirme Approve Time
| 12/3,2005 12:05:10 PM J | 12/3/2005 12:05:22 PM

Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the
information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring
up the FYI section that you would normally only see through SoftTime.

& Thomas Smith (Days) x)

Department  Administration
Hire Date 87872005

Category Recorded Alowed  Remaining
[ llness - 9.00 9.00
W Vacation = .00 9.00
[l Fersonal = 9.00 9.00
I Leave of Abs
] dur
B Other
[ Family Leave —
I Lat= 1.00
W work
[ Bereavement
W worker's Comp
[ Paid Leave
Il Training
Il Business Tiip
[ Miltary Leave
I Emergency
O school
M Bithday
W Snow Day
[ User Category 1
IO User Category 2
Il User Category 3
I User Category 4
[ Holiday 8.00
ing Years based on 12/4/2005

scheduled recorded time:

Rec:

This form shows you a synopsis of the current employee’s absence data for their current recording year.
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Chapter 8 — Punch Records

Another way to view time is through the Punch Record grid. Like the Time Sheet grid, the Punch Record grid will display
both punch records and time sheet records. Unlike the time sheet grid, the punch records grid will allow you to edit
individual punch records.

Punch Record Grid

On the main form, the second page is the Punch Records page.

View Entire Week Sun |[ Mon |[ Tue |[wed || Thu |[ Fi || sa
12/4/2005 - 12/10/2005 fweek H50) 1204 || 1245 || 1208 || 1207 || 1228 |[ 1249 || 1210
Jab Lo

Date = Start Time = End Time Total Project

| 1om005 | — _ 200 |ABC- ABC Compar SAL - Sates
1280005 | — — 300 |ABC - ABT Compan SAL - Sales
12005 | — — 1 day | SoRTIME Late

[®] r2@z005 | zosem | 251 pPm 0:d5 |ABC- ABC Gompan| SHP - Shipping

What is a Punch Record?

Generally speaking, punch records are created when employees punch in and out. An employee punching in will create
the start time of the punch record and punching out will create the end time. The difference between punch records and
time sheet records is that punch records have specific start and end times.

Punch Record Navigation

Once you click in the punch record grid, you can move the cursor around using the arrow keys much as in a spreadsheet.

1 Add Row
Adding a row to the punch record grid is as simple as clicking a button. Just click and you will see a form

that looks like this:

&) Add Punch - Smith, Thomas

L ate Start Time End Time Tatal Project Job

|3:2TPM vl vl | vl v|

o | [ oo |

The date and start time default to the current date and time. However, you can change those to be whatever you want.
You can fill in as many fields as you need. This includes the end time field. You can add a punch record with a start time
but no end time. Once you've added in the data, click the OK button and the punch record will be added. Note that if
you've changed the date to something that exists outside the date range you were viewing, a warning message will come
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up and tell you. If you decide to add it anyway, you will see the record in the grid immediately after even though it
doesn’t exist in that date range.

Deleting a punch record is considerably easier. The button on the right will delete the entire record.

Modifying punch records is simple. Just click on a punch record and you can change the start time, end time, project and

job. The date on punch records is read-only. Once you start making changes on a punch record a button will appear
on the right. This is the discard button. If you have made a change to a punch record and wish to revert the record to its
original state, just click this button. As far as saving punch record data is concerned, the changes you make will be saved
once you move off the record.

Grid Icons

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is. In the punch record grid, there are 8 different kinds of grid icons.

& Time Sheet

This icon represents a time sheet row. These rows are not editable. The text on these rows are italicized to symbolize
read-only data.

1242005 — — 200 [ABC-ABC Cormpar] 541 - Sales

() Complete Punch Record

This icon represents a completed punch record. These rows are editable.

[©| rzevz005 | 205 P 252 PM 0:46  |ABC- ABC Compand SHP - Shipping

> Open Punch Record

This icon represents an open punch record. An open punch record is one that has a start time but no end time. These
rows are editable.

[~ | 357 P

Q Overlapping Punch Record

This icon represents an overlapping punch record. An overlapping punch record is one where the start and end time
overlap with another punch record’s start and end time. These rows are editable.

©| #2005 | 205 P 252 PM 0:46  |ABC- ABC Compand SHP - Shipping

SoftTime Data

This icon represents absence data from SoftTime. These rows are not editable. These icons will vary slightly depending
on the category being reported. The icons will be represented by a single letter with varying background colors. This data
will only be displayed if ‘Show SoftTime Data’ is checked.

H 12/8/2005 — — T ofay | SoftTIME Late

@ Punch In Record

This icon represents a punch In. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch In record represents the event of someone punching in but has no duration.
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@ 12E0005 | Zaral AW | —

@ Punch Out Record

This icon represents a punch Out. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch Out record represents the event of someone punching out but has no duration.

@ fameon0s | — 24100 PU

& Punch Work Record

This icon represents a punch Work. These rows are not editable. This data will only be displayed if ‘Show In/Out Data’ is
checked. A Punch Work record represents the event of someone punching in but has no duration.

122005 | 4007 AW | —

Grid Colors

If you use the Submission/Approval process (see Chapter 12), you will soon notice different colors on the punch records
grid. These colors are tied to the time sheet process. Once time sheets are submitted and/or approved, you will notice a
change to the color of certain records in the punch records grid. The default color of a punch record is white which
signifies the status ‘Not-submitted’. Submitted records will be blue.

Date » Start Time & End Time Total Project Jaoh e
12/42005 — — 2:00 |ABC- ABT Compzr SAL - Sales
1282000 — — 200 |ABC- ABC Cowmpan SAL - 55ies
H 1282005 — — Tday |SoffTIME Late
@ 1232005 | 208 Py 2:52 A Q46 |ABC - ABC Compar] SHP- Shigping

Approved records will be light green.

Date & Start Tirme & End Time Tatal Project Jaoh S
12442000 — — 200 |ABC- ABC Cormpal SAL - Sales
12272005 — — 300 [ABT-ABT Compan 54l - Salgs
H 1282000 — — { day | SofTIME Late
@ 1282005 | 2.06 A 2:02 P Q46 |ABC - ABC Compal SHP - Shipping

View by week or day

Normally, the punch record grid views records for an entire week, much like the time sheet does. On the punch record
grid though, you can narrow the view down to a single day.

bon
12/5

Wwied
127

Tue

Wiew Entire \Wesk Sun
12/6

12/4/2005 - 121042005 [wWeek HE0] 1244

Thu
12/8

Fn Sat
1219 (12410

Normally, the large button on the left is selected, but if you want to view a specific day of the selected week, just click the
appropriate button and the view will be narrowed for just that day.
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Show SoftTime Data

Shaw SoftTime Data

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.
When the two are used together, each program can access data from the other. In this case, we can view absences in

SoftTime right in the punch record grid.

Date & Start Time = End Time Total Froject Joh
124472005 — — 2200 |ABC- ABC Cormpal SAL - Sales
12/5/2000 — — 300 |ABC- ABC Corpal SAL - Saies
H 1 248/2005 — — 1 day | SoffTIME Late
@] 1282005 | 2:06 P 262 Pw 46 |ABC - ABC Compan{SHP - Shipping

In this instance, a late day was recorded in SoftTime on 12/6. Note that absences in SoftTime can be recorded in either

hours or days.

Show Time in HH:MM

[ ] 5howe time in HH: kb

Time shown in TimeKron can be displayed in hundredths of an hour or in hours and minutes.

Date & Stant Titme & End Time Total Froject Jaoh
12/4/2005 — — 200 [ABC-ABC Compan SAL - Sales
1272005 — — 300 [ABC-ABRT Compan 5415 - Sales
H 1282005 — — 1oay [Sofriie Late
@] 1252005 | 2:06 PM 2:51 PM 0.75 |ABC - ABC Compan{SHP - Shipping
Hundredths of an hour
Date + Start Time & End Time Total Project Job
12442005 — — 2:00 |ABC - ABC Compan SAL - Sales
12320035 — — 200 |ABC - ABC Compan SAL - Sales
H 12872005 —_ —_ T day | SoffrIVE Late
@ 12872005 2:06 PM 2:51 PM 48 |ABC - ABC Compan)SHF - Shipping

Hours and minutes

Show In/Out Data

[ ] Show In/0ut Data

Another option on the punch grid, is to display In/Out records. When In/Out records are displayed, they will be displayed

down to the second.
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@] r2mz005 | — 2:41:00 P
(@] r2wz00s |zararen | —
@] romz00s | — 1:21:00 PV
(@] r2wzo0s |zotoom | —

Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the

information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring

up the FYI section that you would normally only see through SoftTime.

&) Thomas Smith (Days) 3]

Department  Administration

This form shows you a synopsis of the current employee’s absence data for their current recording year.

Hire Date 8482005

[ llness

W Vacation

Il Personal

[l Leave of Abs

O Juy

W Other

[ Family Leave
W La= 1.00
W Work
[l Berevement

W orker's Comp

[ Psid Leave

[l Traiing

Il Gusiness Trip

I Miltary Leave

[ Emergency

I School

I Githdsy

I Srow Day

[ User Category 1

[ User Category 2

Il User Category 3

Il User Category &
[ Holiday 8.00

Recording Years based on 12/4/2005

Category Fecorded Allowed

9.00
9.00
9.00

Femaining
9.00
9.00
9.00
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Chapter 9 — Notes

A feature that can help to track the details of time worked is the Notes feature. Employees can enter notes into TimeKron
at any time. There is no limit to the number of notes for a single day.

Note Grid

On the main form, the third page is the Notes page.

e Erire ek o [ Mon | Tue | ies f Tha | Fa || Zu
T8 120372008 Pk 27 1am [nzzjaans | ina 12is | 120 120

H
iy Time + [ &

B sonimoosaan e oot o vty because come anew T

o) Gl

What is a Note Record?

Notes are usually created in one of two ways. First, a note can be added directly. The user can enter in the date and
time of the note. Secondly, notes are automatically added when comments are entered punching in or out. In this way,
the date and time are the same as the punch. Notes added in this way can be viewed as part of a punch or as a note.

Note Record Navigation

Once you click in the note grid, you can move the cursor around using the arrow keys much as in a spreadsheet. Adding

. ) o | #Add Mote ) )
a row to the note grid is as simple as clicking a button. Just click and you will see a form that looks like

this:

€ Employee Note |5|
Date Time
[ 12r2rz0s | L

Note
| ~

The date and start time default to the current date and time. However, you can change those to be whatever you want.
After that, you just need to enter in your note. Once you've added in the data, click the OK button and the note will be
added. Note that if you've changed the date to something that exists outside the date range you were viewing, a warning
message will come up and tell you. If you decide to add it anyway, you will see the record in the grid immediately after
even though it doesn't exist in that date range.
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Deleting a note is considerably easier. The button on the right will delete the entire record.

Modifying notes is pretty simple. Because of the nature of note records and that most notes can't fit in the grid, notes

cannot be edited directly in the grid. Instead, you need to click on the button to the left of the record you want to
edit. That will bring up a form that looks like the one shown above. You will then be able to edit the note as well as the
date and time. To save the changes, just click the OK button and you will see the changes reflected in the grid.

Grid Icons

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is. In the notes grid, there are 2 different icons.

# Note record

This icon represents a note from TimeKron.

12122005 9:31:456 A Gotin really late today hecause of the snow.

“Zr SoftTime Note Record

This icon represents a Note Record from SoftTime. These notes are not editable. These notes will only appear when
‘Show SoftTime Data’ is checked.

1211212004 Thomas claimed to be slowed down by snow today.

View by week or day

Normally, the note grid views records for an entire week, much like the time sheet does. On the note grid though, you
can narrow the view down to a single day.

Mion
12/8

Wed
1247

Tue

124442005 - 121042005 Mw'eck HEO] 1244 12/6 12/8

Wiew Entire Week Sun
1219 (1240

‘ Thu

Fri H Sat ‘

Normally, the large button on the left is selected, but if you want to view a specific day of the selected week, just click the
appropriate button and the view will be narrowed for just that day.

Show SoftTime Data

Show SaftTime D ata

A powerful feature of TimeKron is its ability to be used in conjunction with SoftTime, our absence tracking software.

When the two are used together, each program can access data from the other. In this case, we can view notes from
SoftTime right in the punch record grid.

Mote Time & Mote 5
12122005 Thomas claimed to be slowed down by snow today, |
1222005 9:31:896 AWM |Gotin really 1ate today hecause of the snowy.

In this instance, a note was entered in SoftTime on 12/12. One thing to remember about notes from SoftTime. Those

notes have a date but not a time. The reason for this is that in SoftTime, only one note is allowed per day. Also note that
these notes cannot be edited here, but only viewed.
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Print

This button appears on each of the Time Sheet, Punch Record and Note pages. It will allow you to instantly print the
information you see on the page in front of you.

FYI

This is another option that will appear if you are using SoftTime in conjunction with TimeKron. The FYI button will bring
up the FYI section that you would normally only see through SoftTime.

&) Themas Smith (Days) ]
Department Admanistr ation
Hee Dale /72005
Categery Becorded Alowed  Remaining
H lness 500 S00
[ = 2.00 900
. Presoral 100 q00

I Uses Category &
[ Hobday 000
Recording Yess based on 12/4/2005
|| Showw sched der inecidied e

This form shows you a synopsis of the current employee’s absence data for their current recording year.
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Chapter 10— Punch/Note Maintenance

The main screen allows you to move from employee to employee and view their hourly data and notes. This is fine if you

are only interested in one employee at a time. If you want to view the hourly data or notes for more than one employee
at a time, you can use the Punch Maintenance Form.

Punch Grid

€ Punch/Note Maintenance rz|
Punches | Motes
Date+ | StartTime s End Time Total | Project Joh Employee e
§ 12072005 | 815 AM 10:30 AM 125 |ABC-ABC Company |SUP - Technical Supp|Lane, Mark z
9 1242005 | 208 PM 251 FM 073 |ABC-ABC Cornpany [SHP - Shipping Seith, Thomas E

w
~ AddRow | []Show In/Out Data [] Show SoftTime Data [ ] Show Time Sheet Data [[] Show time in HH:M

Erployees Date Range M
Unassigned-
Administration Now 05 257;'322;% '1F ; 53 =
#) Employess Eraduction Do DS ACIEAE AR
&) Departments Sales 3 T AE e —

a1 3021|2273z
[ P Pl
Jan 06 [1[2[3] 251617

=
Include terminated employees J

£

Punch Navigation

In many ways, this form is just like the main Punch Records page. With the exception of the Employee’s name, the data
is the same. The icon to the left of the employee’s name allows you to change the employee’s record. The criteria at the
bottom determines what is shown in the grid. The date range on the right works the same way as the one on the main
screen. The employee selector on the left works a little differently, however.

With Employees selected ( © Employees ), you can choose one employee at a time. Or, if you hold down the SHIFT or
CTRL keys, you can select multiple employees. When you select multiple employees, all their data will appear in the grid.

Data » Start Time »  End Time Total Praject Jah Employves L)
5 1232005 9:15 AmM 10030 ARt 1.25  |ABC- ABC Company |SUP - Technical Supp|Lane, Wark ?
6 1282005 2:06 P 251 PM 0.75 ABC - ABC Company [SHP - Shipping Smith, Tharmas ?

With Departments selected ( © Deparments ), it works pretty much the same way. You can select a department and every
employee in that department will be displayed. You can even select multiple departments in the same way you select

multiple employees.
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Punch Grid Options
[ Show In/0ut Data [] Show SoftTime Data [] Show Time Sheet Data [] Show time in HH:bM l Print ] [ Cloze l

The options “Show In/Out Data”, “Show SoftTime Data”, and “Show time in HH:MM” work in the same way as those in
the Punch Records page of the main form. Conversely, Time Sheet data will only be shown if “Show Time Sheet Data” is
checked.

For more information, refer to Chapter 8 — Punch Records.

Note Grid

@ Punch/MNote Maintenance E‘
Punches Motes
Mote Time » MNote Employee A
1211202005 2:31:56 AM | Gotin really late today because of the snow. Smith, Thomas

[Ed B

121202005 10:48:28 AW |1 was late with Thomas Stith because he picked me up and itwas 5 Lane, Mark

A

Employees Date Range
-4 i~ December || 2005 »

Unassigned- CMTWTEFES

Administration
O Emplopees Froduction Nov 05 272823 11 2] 3 ][]

il Dec 05
©Depatments Sales 415181718 s

e
Jan 06 [T[2[3[4[5[6]7]*)

Include terminated emplopess

In the same way as the Time Sheet, the column on the far left contains an icon for each row. These icons represent what
type of row it is.

Note navigation

Navigation on this page works just like it does on the Notes page on the main form. It works much like a spreadsheet.

Additionally, the employee and date criteria for this portion work exactly as it does for the Punch Record portion. See the
example above.

Note Grid Options
[ Sk SctTime Data l Fririt l l Close l

The options here work in the same way as those in the Notes page of the main form. For more information, refer to
Chapter 9 — Notes.
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Chapter 11 — Employee Palicies

There are a number of features in TimeKron and potentially hundreds of employees that could be accessing those
features. To govern the use of these features by the employees, we have Employee Policies. Employee Policies cover
options from overtime to punch rounding to some minor security options.

Basic Information

& tmplayee Policies

Emcloyes Polces Oowme || Paursding Rudes enp— G
Dol o E v by Do lvetme  Woekl Dvose Rate
[l Gverime 1
Diclad E e Fkey- 0 Evmchact Dy vt oo 'wieehly Drvestone
s |
L aoe Jinn [ ok ]

These policies are broken down into four different sections. TimeKron comes with two fixed policies that you can adjust to
your liking, but they cannot be renamed or removed. The two fixed policies are —Default Exempt Policy- and —Default
Non-Exempt Policy-. You can add as many policies as you need over and above these two.

Employee Policies are accessible only by a Super Administrator in exclusive mode.

Also, if you try to remove a policy that is currently in use, you will not be able to. You will need to make sure that the
policy you want to remove isn't being used by any employee.

Overtime

Overtime Rounding Rules U Punch Optiors H Other
Daly Dvettine  Weekly Overtine  Rate

[ Overtime 1

[ Deduct Daily Dveitime from Weekly Dvertine

TimeKron offers each employee up to four different overtime settings. Overtime settings are not a necessity for each

employee, but here is where you can set it up if you need it. Each overtime setting offers an amount for both daily and
weekly overtime as well as a rate.

Doaily Owertime  Weekly Overtime Rate

[7] Ovettime 1 (800 | 4000 | RE

TimeKron will apply each overtime setting as necessary to each employee’s regular time. Each successive Overtime level

after the first needs to have daily and weekly hours that are equal to or greater than the previous level. Each level's
overtime will be figured from the highest to the lowest level.
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Daily Owvertime  wWeekly Owvertimne Rate
Overtime 1 8.00 40.00 150 %
Overtime 2 3.00 45.00 160 &
Owertime 3 10.00 50.00 170 &
Overtime 4 11.00 55.00 180 %
An example of how the overtime might be figured with this setup:
i Sun | Mon | Tue | Wed Thu Fri Sat
Project Job 1211 1212 1213 12114 1215 1206 127 1ot
|AEIC - ABC Compan SAL - Sales 52 3:52
|AEIC - ABC Compan SHP - Shipping 430 4:30
|}{YZ- ¥VZ Compam{SAL - Sales g00 | 500 | 400 800 | 800 33:00
|}{YZ- ¥¥Z Carmpany| SHP - Shipping 200 |1:00 | 200 |1:00 | 200 8:00
}{YZ-}{YZ Compam{SUP - Technical Su 1:00 |1:00 | 300 100 | 200 8:00
Regular Time 200 | 800 | 800 | 338 2738
OT1 [200/40:00] 1:00 | 100 | 100 | 522 B2z
D72 [3.00/45:00] 1:00 | 100 | 1:00 | 1:00 | 216 E1E
073 [10:00/50:00] 100 | 052 | 1:00 7.2 1014
T4 [11:00/55:00] 230 222 452
Totals 11:00 | 10:52 [13:30 | 10:00 [12:00 57:22
SoftTIME

<

You can see here that the numbers in red represent overtime amounts. The amount of overtime for each overtime level is
totaled at the right. This is one way to figure overtime between days and hours. The other way depends on the following

setting:

[ Deduct Daily Overtime from 'Weekly Overtime

If this is not checked, overtime will be figured as it is above. If it is checked, then the daily overtime amounts will be

deducted from the weekly overtime amounts and you will get some different OT information:

Gun en  Tue
121 2 1

SoTINg

It is up to you as to which setting will better suit your company. Generally speaking, most companies would go with the
second option and deduct daily overtime from weekly overtime.
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Rounding Rules

Owertime Punch Optionz

Punch Bounding

Fiound each punch to the nearest | 1 % | minute increment

Offset rounding by minute(z)

Punches will not be rounded

Other

To make figuring out time worked easier, some companies institute rounding rules that affect the times that employees
punch in and out. They may want a punch at 8:58 AM or even 9:02 AM to be 9:00 AM. In TimeKron you can set up
rounding rules for individual employees through this policy section. When you set up punch rounding rules, each punch’s
actual punch time may not be the effective punch time. For example, if you want punches to round to the nearest 5
minutes, then a punch in at 9:02 AM would be recorded as 9:00 AM and 9:08 AM would be recorded as 9:10 AM. In
TimeKron we give you nine possible ways to round time. From one minute all the way up to 30 minutes. One minute
rounding is the same as no rounding at all as it will round each punch to the nearest minute. Just select the rounding

increment from the list.

Punch Rounding

Round each punch to the nearest * | minute increment

2 A
Qffzet rounding by it 7
4]
Punches will not be rounded B
10

15

20w
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When you select something from the list other than 1, you will have the option to set the rounding offset. The rounding
offset is useful if you want the rounding to be slightly different. In any case, when you choose a rounding increment or
change the offset rounding, the small text below will explain how the rounding will be affected:

Punch Rounding

Found each punch to the nearest | 5 % | minute increment

Offzet rounding by 1 % | minute(z]

Punches between 7:54 Ak and 7:58 Ak will round bo 7:55 Ak
Punches bebween 7:53 &M and 8:03 &M will round bo 8:00 &M
Punches betvseen 804 Abd and 8:08 Ak will round bo 8:05 Al

Punches

Owertime Rounding Rules Other
Punch options

Allow Regular Punch [n/Out [ Allow Quick Punch In/Out

Logon options

[ Remember logon between sezsions

Token Type
e.d. - BEARBOX # Gary

Auto-punch options
] Punch In on application startup ] Punch Out on application esit

Punch Options

When punching in, TimeKron has two different ways of doing that. The “Regular” punch method allows the user to enter
in a project, job notes and lets them optionally set the punch time when punching in or out. The “Quick” punch method is
just that. When you want to punch in or out, you click one button and that's it! TimeKron sets the time and uses the
employee’s default project and job. Here you can set which methods you want your employees to use. You can allow
both or you can restrict access to one or the other. If you want your employees to punch in and out but don’t want them
to use projects and jobs, then you would check “Allow Quick Punch In/Out” and uncheck “Allow Regular Punch In/Out”

Logon Options

Normally, whenever someone logs on to TimeKron, they would have to enter in a User Name and Password. Using the
logon options, you can streamline that process for employees so that they no longer need to enter a User Name and
Password. To activate this feature, check “Remember logon between sessions”.

Once this option is activated, you will need to decide how the user will be recognized. Before we can do this we need to
talk about a term called ‘tokens’. In TimeKron, a ‘token’ is how TimeKron recognizes each user that is logged on to the
computer. Here you choose one of 3 different token types:

1. Computer Name and User — Most strict method. If this is selected, the employee will only be recognized if they are
using a specific computer and are logged into Windows with a specific user name. This is ideal if multiple employees are
sharing a single computer.

2. Computer Name Only — this option will associate just the computer name to a specific employee. Anyone using that
computer will log on as the associated employee. This is ideal for employees that work from the same computer all the
time and do not share it with other users.
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3. User only — If your company has several workstations and users can log in and out of each workstation, you may want
to choose this option. This option will associate a specific user name to an employee. When that user tries to log on to
TimeKron from any workstation, it will recognize the user and log on as that employee. This is ideal for users who log in
to a network domain when starting Windows.

The next time the user logs on to TimeKron, the ‘token’ association will be set. From that point on, the login screen will
be bypassed and the employee will automatically be logged in.

You can manually create the ‘token’ association for individual employees if you don’t want to wait for them to log in for
their first time. This is done from the main Employee Information page. Access the policy override for the employee by
clicking the [?].

Paolicy

-Diefault Exermpt Palicy- b

Select the Punch Option tab.

Override logon options

Remember logon between sessions

Token Type (IEES
e.q. - Gamw

[] Lock logon between sessions

In the above example the Token Type is User and the associated Token ID is “Gary”
To manually set a ‘token’ association, click Change.

To reset the association, Click Clear. The Token ID will then read “-Auto Detect-" to indicate that it will automatically
remember the ‘token’ association the next time the user logs in.

When a user with a ‘token’ association exits TimeKron, they will have the option to uncheck “Remember Log On”

Shutdown TimeKron

Cancel

This will close TimeKron and log them out so that another user can log in. Next time the employee logs into TimeKron
they will once again be remembered.

In some circumstances you may not want the employee to have the option to uncheck “Remember Log On”. If this is the
case, then you will want to check the “Lock logon between sessions” option. This will prevent the user from un-checking
“Remember Log On”. The option will still appear for administrative reasons but the user will be required to enter a Super
Administrator User Name and Password before they will be allowed to Log Off.

Auto-punch options

Most of the time a punch ‘in’ or ‘out’ is a conscious act done through TimeKron’s punch clocks or some external punch
clock. In some instances, though, you may want to coordinate your punching in and out with your activities on your
computer, or more specifically your activities on TimeKron. These two options will punch an employee in whenever they
start up TimeKron or it could also automatically punch them out when they exit the application. This can save a few
keystrokes or mouse clicks as your first and last punches of the day are as simple as starting and exiting the program.
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When used in conjunction with the Remember/Lock Logon feature above, an employee’s first punch of the day is as
simple as double clicking the TimeKron icon on the desktop.

Other

Owertime Founding Rules Punch Optionz

Project/lob options

[Jcanadd Frojects Can add Jobs
MHote options
Can add employes notes Can edit/delste employes notes

Time Sheet/Punch options
Can uze time sheets

[ in/0ut board punching without recording time

Auto-start option

D Start Timekron when uger logs into ‘Windows

Project/Job options

When punching in, all employees can specify a project and job from the list. Occasionally, however, an employee may be
working on a project or job that isn't in the list. If that is the case, then they may need to add a project or job on the fly.
Here you can specify if you want employees adding projects and jobs in this manner.

Note Options

TimeKron gives employees the ability to add notes as easily as punching in or out. Here, you can specify if you want
employees to have that ability. Additionally, you can allow the employees the ability to edit and delete employee notes.

Time Sheet/Punch Options

Every employee in TimeKron can punch in and out. Additionally, every employee can view their hourly data on the Time
Sheet page. In order to add records to the Time Sheet, however, each employee needs to have the ‘Can use time sheets
option checked. Additionally, you can allow employees to adjust their own punches. If that option is checked they will be
able to adjust their punch starting and ending times in the punch grid as well as when punching in and out. The third
option in this section, ‘In/Out board punching without recording time’, is generally meant for those employees who want
to use the In/Out board for tracking their In/Out Status, but don’t want to create Punch records when they punch in and
out. In other words, if an employee has this option checked, they can punch in and out just like anybody else and they
will be tracked on the in/out board. However, you will not see punch records created for that employee in the Punch
Records grid (see Chapter 8 — Punch Records).

Auto-Start option

The Auto-Start option can make using TimeKron even easier. With this box checked, TimeKron will attempt to start the
application when Windows starts up. It is important to note, however, that several other things need to be set up for this
to work properly. First, the Workstation option allowing Auto-Start needs to be checked or the Auto-Start policy will be
ignored (see Chapter 3 — Getting Started).

Second, the Auto-Start feature needs to be able to Log On as a specific employee. Because of this, the employee will
need to be set up with the Remember Logon feature from the previous section. If this is not set up or a ‘token’ not
established for the employee, then the Auto-Start policy will be ignored. If those two things are in order, then TimeKron
will start up when Windows starts up and the employee will be automatically logged on. Starting up in this way will not
display the main application, but will instead start TimeKron in Stand By mode. The application will be running but it will



Chapter 11 - Employee Policies 77

only be represented in the system tray. The application is started up and ready to go. You can access the features from
the Quick Start menu (see Chapter 13 — Quick Start — System Tray) which is accessible through the system tray icon.

Note — When the Auto-Start option is used in conjunction with Remember Logon and the Auto-Punch
options, users can be setup to automatically Punch In when they start their computers and automatically
Punch Out when they turn their computers off.

Employee Policy Overrides

Employee Policies are a good way to setup the rules of the software, but as we all know, sometimes there are exceptions.
Instead of creating a new policy for each exception, we can make use of Employee Policy Overrides. Employee Policy
Overrides allows you to override specific policy settings on an employee by employee basis.

This is done from the main Employee Information page. Access the policy override for the employee by clicking the [?].

Folicy

-Drefaulk Exempt Palicy- b

Owertime Rounding Rules Punch Optionz

[ owerride Praject/oh options

In this example, “-Default Exempt Policy-“ does not allow employees to add projects or jobs. If you wanted to override
those settings, you would click the Override Project/Job options and then check the settings that you want.

© Employee Policy Overrides @
e Evono Paic

Dvettime Rounding Rules Punch Options Other

Override Project/ Job options
[l
[[J Owerride Mate options

Can Add Jobs

[ owerride Time Sheet/Punch options

[[J owerride Auta-Start options

Fields in BOLD are ovenides from the main policy

This employee would be set up to add projects and jobs, even though the policy does not normally allow it. Also note that
when we activated the Override Project/Job options that it was the only section activated. Each section needs to be
activated separately. The other sections will still be inherited from the original policy.

. . 1 look like this:
If an employee has any overrides in effect, the button on the Employee Information page will look like this: .

Another important point is that if an employee changes policies, the overrides will still stay in effect. For example, if an
employee is set up with “-Default Exempt Policy-" and has overrides in effect, if that employee changes to “-Default Non-
Exempt Policy-", those overrides will still be in effect. It may be possible that the overridden value is the same as the
original value, but it will still act like an override.
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Chapter 12 — Submission and Approval

If your company uses time sheets, the time sheets will most likely have to go through some kind of approval process.
Time Sheets that are submitted usually need to be approved by an administrator before the time is submitted to payroll.
TimeKron handles this process through the Submission/Approval feature.

What is the Submission/Approval process?

The Submission/Approval process is how a time sheet goes through an examination process and how that time sheet is
eventually given to payroll for processing. First is the submission part. After an employee fills out a time sheet, they need
to submit that time sheet to an administrator for approval. In TimeKron, submitting a time sheet is as simple as clicking a
button that says Submit. When a time sheet is submitted, the employee will have the option of sending an email reminder
as well. When an administrator sees a submitted time sheet, they have the option of approving it or not approving it.
Either way, they can send a response e-mail back to the employee. In a nutshell, that is the Submission/Approval

Process.

It should be noted that it is not necessary that you use the Submission/Approval process in TimeKron. The system can
work fine without it. But for those companies that want a time sheet approval process, it is available.

Time Sheet Status

Time Sheets in T/SQ can have one of four statuses. Each Status is described below.

Not-Submitted

The Not-Submitted status is essentially the default status for every time sheet. Time sheets on this status will have the
white color and will be editable. From this status you can submit a time sheet, or jump right to approved status.

Submitted

The next status is Submitted. A Submitted time sheet will have a light blue color and will not be editable. From this
status, you can Un-Submit the time sheet (taking it back to Not-Submitted status), or you can Approve it.

Approved

The next status is Approved. An Approved time sheet will have a light blue color and will also not be editable. From this
status, you can Un-Approve the time sheet.

Mixed

The next status, while rare, is called Mixed. Simply put, a time sheet on Mixed status has more than one status for the
selected week. For example, if one time sheet had some Submitted time and some Un-Submitted time, then the time
sheet would be on Mixed status.
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Submitting

When submitting time for a week, TimeKron will submit all time records that exist for that week. This includes both Time
Sheet and Punch records. If you are only submitting Time Sheet records, you should be able to submit the time sheet
easily. If your time sheet submission contains punch records, the punch records need to conform to a couple of rules:

First of all, there can be no Punch records in that period that are ‘open’ punches:

Date » Start Time & End Time Total Froject Joh 2
1240742005 | 1112 AM ABC - ABC Compan]SAL - Sales |

An open punch is a punch that has a start time but no end time. If you have open punches in the time period to be
submitted, you need to either remove those records or add an end time to close those records out.

Secondly, none of the punch records can have overlapping time:

Date & Start Time & End Time Total Project Jah 25
O 127005 | 114280 | s12PM 600 |ABC- ABC Corpan] SAL - Sales
O 272005 | zooPM | E00PM 400 |ABC - ABC Corpan] SAL - Sales |

Those records will have to be straightened out before you are allowed to submit.

When you click on the Submit button either on this form or the main form, TimeKron will perform these checks for you. If
either of these problems exist, you will not be able to submit. If you are able to submit the Time Sheet, you will then see

a form such as this:
& Submission Confirmation @

Mame Start Date End Date
| Sriith, Thomas | 1212005 | 1241772005

Sun Mon Tue Wed Thu Fri Sat  Week
12711 12412 1213 12114 1245 1246 12417 Total

Fegular 800 | 200 | 200 | &00 | 200 40:00
om 1:00 [ 100 | 100 | 100 | 1:00 5.0
oT2 100 [ o0 [ o0 [ o0 | oo 5:00
073 1:00 | @52 | 100 1:00 352
oT4 230 1:00 330

Totals| |11:uu|1u:52|13:30|1u:uu|12:uu| | 57:22 |

Submizzion Motes [15end E-Mail

! A [_swm |
gl [ ==

From here you can confirm the Totals and date range and enter in any submission notes you might want to include.
Additionally, there is a Send E-Mail option. If you put a check on that option, an email will be sent to all administrators
who are set up to receive emails that have access to you, to inform them that you've submitted a time sheet. Even if you
don't want to send an emalil, the Time Sheet can still be submitted. When you are prepared, just click on the Submit
button. That's it, your time sheet has been submitted. An important thing to remember about time sheets, is that once
you've submitted a time period, no new data can be added for that time period. So make sure you have all that data
together that you want submitted, before you do that actual submitting.
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Un-Submitting

If there is a change you want to make on the Time Sheet, you can use the Un-Submit button. Only submitted Time
Sheets can be un-submitted. If an administrator is reviewing a time sheet and can't approve it for a particular reason, you
will want to use the Un-Submit process. Once you click on Un-Submit, you will see a very similar screen as before.

@ Un-submit Confirmation @

Name Start Date End Dale
[ Smith, Thomas [ 1z | 12n7/2008
Sun Mon Tue Wed Thu Fri Sal  Week
12/11 12712 12/13 1214 12715 12/16 1217 _Total
Regular 00 [ 800 [ &00 | go0 | &0o 4000
o7 00 [ 100 | 00 | oo | 100 500
o012 00 [ 1:00 | 100 [ 100 | 100 500
o013 100 | 052 | 100 1:00 352
074 Z30 1:00 330
Totals 11:00 [10:5213:30 [ 10:00 [ 12:00 57:22
Un-Submit Notes [ Send E-Mail
-
2

Once the Time Sheet has been un-submitted, you can go back to the main form to make changes.

Approving

In many ways, the approval process is a bit easier than the submission process. As an administrator, you can approve
both un-submitted and submitted time sheets. If you are on an un-submitted time sheet, technically you can go directly
to approved status, but the time sheet will still go through the same checks for submission before it is actually approved.
When you are viewing a time sheet that is correct and you want to approve it, just click the Approve button. You will then
see a form like this:

9 Approval Confirmation B\
Nams Start Date End Date
| Smith, Thomas | 12mieos [ 12n7s2008
Sun Mon Tue Wed Thu Fi Sat  ‘week
12711 12/12 12713 12/14 12715 12/16 12/17 Total
Feqular 500 [ @00 [ 200 [ e00 | 200 40:00
om 1:00 [ too [ o0 | oo | oo 500
aTz 1:00 [ 100 [1:00 [ 100 [ 100 500
aT3 1:00 [ 052 [ 100 1:00 352
oT4 230 1:00 330
Totals | [11:00]10:52]13:30[ 10:00[12:00] [ 57:22 |
Approval Notes [158nd E-ail
z
2

Once again you can enter in any approval notes and you can send an email to the employee that informs them that the
time sheet was approved. To finalize the approval, just click the Approve button.

Un-Approving

Occasionally, there may be a need to make a change to an Approved time sheet. Because the Approved date range is
locked, you can’'t add or modify data directly. The first step in the process is to Un-Approve the time sheet. Un-Approving
the time sheet simply takes the time sheet from Approved Status and moves it back to Submitted Status. If you need to
make changes, you can then use the Un-submit function.
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Who can Submit/Un-Submit?

Submitting and Un-Submitting timesheets can be done by virtually every employee. Each employee needs to be able to
use time sheets (see Chapter 11 — Employee Policies) as set up in the policy section. If an employee is set up to use time
sheets then they can submit and un-submit time sheets as well. It must also be noted that administrators also have the
ability to submit time sheets. This means not only their own, but also timesheets of employees that they have full access
to.

Who can Approve/Un-Approve?

Approving and Un-Approving of time sheets is a task that can be done by administrators only. An administrator has
access to approve time sheets for any employee they have access to (unless it is Read-Only access).

Time Sheet Approval Form

&) Tima Appraval

Submated Tieve Orky [T prvatnemd
B st [Lana. Mak [ Pnatachon
e e o S smeliyess S twDwe  EndDae
[Submned [izmaE  [1nmee
Erpies sk Siat i AT
Lare, Mask EGHEE ~| | [Srih Thomss I
St Thorras T2 T T
[rznzrmmyEmm [
Submisgion Nates Aeproval Mohes

Washly Totals -
Sun  Mon Tue Wed Thu Fri Sat  Week
12701 12412 1243 1214 1215 1218 1217 Tetal
Aegus| 100 | 200 | 200 | 400 | 500 1500

&00 [S00 1500

= (005 | 2002|200 .07 ] Hed ]

Submitting, Un-Submitting, Approving and Un-Approving can all be done through the main form on an employee by
employee basis. For submitting time sheets, this might be ideal. However, when administrators need to approve time
sheets moving from employee to employee on the main screen can be time consuming. For that reason, we have the
Time Approval Form. This form can show time sheet information for all employees at once if necessary.

Submitted Time Only

‘Subrated Trve Orip [,

4 s e o e

ek Siat

sy Te— L

When an administrator first opens the form, the Submitted Time Only page will be selected. This list will show all
employees that the administrator has access to that have submitted time sheets waiting for approval. All employees’
submitted weeks will be shown. For administrators that want quick access to only those time sheets that are submitted,
this is where they would go. If you want to see more than just submitted weeks, click the Options page.
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Options

On this page, you can select the week you want as in the main form. Additionally, you can select from one of the
departments that the administrator has access to. On the right hand side of this page, you can also choose the type of
weeks you want displayed. If you only want to see employees’ ‘non-submitted’ time sheets for a particular week, then
keep the Non-Submitted box checked and un-check the other three boxes. The list below will show you which employees,
weeks and statuses adhere to the criteria. The week statuses are shown in the column at the left and the color legend as
shown above.

Time Sheet Info

. Dipatred
Sroih, Thamat A
e Stan Dy

Endliss

(Satrted NS 12T
Subeited by Apgecwedty

Smén, Thomas

i Apgpacwn Tiea

VAT 12070 AW
Submivsion Notes Apcesval Hotas

This section holds the basic information for each time sheet. Whether you are choosing an employee from the ‘Submitted
Time Only’ page or from the ‘Options’, you will see these fields. If a time sheet is still on ‘not-submitted’ status, these
fields will still be there, but the submit and approve fields will be blank.

Time Sheet Summary

In the lower right part of the Time Approval form is the Time Sheet Summary section. This section breaks down time for
each work sheet into useful totals.

‘wieekly Totals hd

Sun  Mon Tue Wed Thu Fri Sat  Week
121 12412 12/13 12714 12715 12716 12/17  Total

Freqular 500 | 00 | 800 | 800 | &00 4000
0T 1.00 | 100 | 1.00 | 1.00 | 1.00 5.00
012 100 | 100 | 100 | 100 | 1.00 5.00
073 100 | 087 | 1.00 1.00 367
o4 250 1.00 350

Totals | [11.00]10.87]13.50[10.00 [12.00] [ 5737 |

Here you can see how the week breaks down between Regular and Overtime hours. If you are interested in Project
and/or Job Totals, just select it from the drop down list box.
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Project Hours
ABC - ABC Compary SaL - Sales 387 A
ABC - ABC Compatiy SHP - Shipping 450
HYZ - #Z Compatiy SAL - Sales 3300
HYZ - #Z Compatiy SHP - Shipping a.00
HYZ - #Z Compatiy SUP - Techrical Suppart a.00
“
Total 57.37

This section can break the time down by projects and jobs. Here, you can see the breakdown for each project and job
combination. You can also break it down by just projects or just jobs by selecting a different option from the drop down
list box.

Time Sheet Detalls

If the summary section isn't sufficient to approve time, the button can show the entire time sheet.

4 Time Details =

Marne Start Date: End Date
Sith, Thomas 12/411/2005 12/17/2005
Sun | Mon  Tue Wied Thu Fri Sat ~
Project 0o 121122 1273 124 1206 1zE 1zap 1O
ABC- ABC Compal SAL - Sales 352 352
§ ABC- ABC Compal SHP- Shipping 4:30 4:30
E X¥Z - X¥Z Compan| SAL- Sales a0 | o0 400 | a00 | 800 33:00
(] vz - vz Compan| sip- Stioping 200 | 700 200 | s00 | 2:00 8:00
EH | }VZ - X¥Z Compan| SUP- Technical Sy, {00 | {00 | 300 | 700 | 2:00 8:00
v
Totals 11:00|10:52 | 13:30| 10:00 | 12:00 57:22 &

Keep in mind that any time sheet viewed through the Details function cannot be edited, even the time sheets that are on
Not-Submitted status.

Email Notification

Email Notification was discussed previously with regard to submitting and approving time sheets. This option is not
necessary, but can be a handy tool to use so that administrators know when time sheets need to be approved and
employees know if their time sheets have been approved. To use Email Notification, you need to have two things. First,
you need to make sure that Email Configuration is set up properly (see Chapter 3 — Getting Started). Second, you need
valid email addresses for employees and administrators alike. If an employee or administrator doesn’t have an email
address set up in Employee Information (see Chapter 4 — Employee Information), then they can't receive emails.

As far as administrators are concerned, if an administrator wants to receive email notifications from employees, then the
security needs to be setup properly. Full access (green check mark) does not receive email notifications from employees.
You will need Full w/email (blue check mark) to receive email notification.

Employees receive email notification responses from administrators regardless of their security settings.
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Chapter 13 — Ouick Start Menu

Whenever you start up TimeKron (except for Punch Station mode), the Quick Start menu icon will appear in the System
tray in the lower right part of your screen.

i B A B &Sy 26 EM

The TimeKron Quick Start icon is circled above. From the Quick Start Menu, you can quickly access the important features
of TimeKron.

Thomas Smith
Out - 11:34:04 An*

{ABC - ABC Company/SHP - Shippit
[ @® Punch In ... ]
’ © Punch Wark .., ]
’ @® Funch Out .., ]
[ Quick Punch
A Make Note

@@ In/out Board [Show]

EE Timekron

[©) Exit

2:21:14 P

Current User/Status

Thomas Smith
out - 11:34:04 AM*

(ABC - ABC Company/SHP - Shippir

The Quick Start menu always displays the currently logged on user. This is the user who entered in their user name and
password when the application started up. Here the current user is Thomas Smith.

Additionally, you can see the current In/Out status as well as the last punch time of Thomas Smith. In this case, Thomas
Smith was punched out at 11:34 AM. You can also see the details of the last punch including the project and job.

Punching In/Out

[ ® FunchIn ... ]

[ © Punch Work ... ]

[ @ Funch Out ... ]
[ Quick Punch

From these three buttons, the current user can punch in and out simply from the System tray. The punching process is
identical to the one discussed is Chapter 6 — Punching In and Out. 1f Quick Punching is more your style, you can check
the Quick Punch checkbox and clicking the Punch buttons will quick punch you in or out. In this case punching is as
simple as a single click.
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For those employees who want a quick punching process, this is your answer. The system tray is always available and all
the employee has to do is to click on the TimeKron icon in the system tray and then punch in or out. Two clicks and you
are punched in or out.

Make Note

[ & Make Mote

The Quick Start menu also allows quick access to add notes into TimeKron. These notes are unlimited and free form so
you can add as many as you like. Just click the TimeKron icon in the system tray and then click Make Note and you are
there. For more information on Notes, refer to Chapter 9 — Notes.

In/0Out Board

[ @@ In/Out Board [Show] ]

Another handy tool you can access from the Quick Start menu is the In/Out board. From this menu you can toggle the
In/Out board on and off. For more information on the In/Out board, refer to Chapter 5 — In/Out Board.

TimeKron

[ EE Timekron

This button will activate the main application.

Exit
[ (8] Exit

Quite simply, the Exit button will exit you out of the application. When you exit a screen will appear requesting you to
confirm that you want to exit.

Shutdown T/SQL Server

@
Exit/Log Off

Stand By

‘Stand By’ is a concept that is only partially associated with the Quick Start menu. When you try to exit from the Quick
Start menu, you will get the exit screen as above. When you try to exit the application by clicking the X’ in the upper right
corner or by clicking on File>Exit, then you will see a different exit screen.
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Shutdown TimeKron

@

Stand By Exit/Log Off

Cancel

On this form, clicking the Exit/Log Off button will do just that, exit the application completely including the Quick Start
menu. Clicking on the ‘Stand By’ button will do something different. Clicking on the ‘Stand By’ button will hide the main
application, but the Quick Start menu will still be active in the system tray. This will give you access to some key features
in TimeKron. If you want to go back into the main application, you can still do that through the Quick Start menu.

Remember Logon
Another feature when exiting is the Remember Logon feature:

Shutdown TimeKron

@

TimeKron has the option of remembering Log On information for users. For more details, see Chapter 11 — Employee
Policies. For those users that are set to have their Log On information remembered, the exit screen will look like this. If
you want TimeKron to remember your Log On info, then leave the checkbox checked and exit the application. The next
time you come in to TimeKron, it should bypass the log on screen. Users who have their Log On info ‘locked’, will also see
this screen. It behaves in exactly the same way, except for the Remember Log-On checkbox. If a locked user tries to
uncheck the box, TimeKron will prompt you for a user name and password. To properly unlock a locked user, a Super
Administrator needs to authorize it.
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Chapter 14'= Punch Station

Some office environments will allow individuals to access TimeKron from their own workstation where they can punch out
at their leisure. This is usually done by use the Punch feature through the Quick Start menu. Other offices, however, may
still need to have employees punch in and out, but won't have workstations for all of them. For that situation, we have
the Punch Station. The Punch Station is different from other TimeKron features. To access Punch Station, click
Start>Programs=>TimeKron>Punch Station. The first time in, you may see a screen that looks like this:

2:Punch Station

3:40:32 PM

In Out Employee « Date Time Details = Comments

v

The Punch Station can be accessed by anybody, but a Super Administrator must first set it up. If a Super Administrator
does not set up the Punch Station, it will always be blank as you see here. To set up the Punch Station, a Super
Administrator clicks on the Setup button. It will prompt for a username and password. After the Super Administrator
enters the info, the following screen will apear:

€ Punch Station Options

Employee selection [ Station Enabled
& Employees ® Departments

HE

Hame oplion
() Last Name, First Name
O First Mame, Last Mame

Punch options

Other options

Refresh rate l:l

; Cancel

All of these options have an effect on how the Punch Station works, but the most important option is the Station Enabled
option. If this option is unchecked, then nothing on the Punch Station will be enabled. Additionally, if this option is
unchecked, you will be unable to change any of the other options. Once the Station Enabled option is checked, you can
use the other options.
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The Employee selection option works much in the same way as the In/Out Board (see Chapter 5 — In/Out Board). One or
more employees or departments may be selected for viewing. Also keep in mind, you can create multiple punch stations
on your system. One Punch Station may keep track of the Administration department, and another may track the Sales
department.

The Name option will determine how the name is displayed in the Punch Station.

The Authentication Required option determines if authentication is required for each punch on the punch station. If this is
checked, anytime someone punches on the punch station, they will be prompted to supply a user name and password.

Allow Admin Punches is similar to the above option in that it will allow Administrators to use their user name and password
to punch other employees in and out.

Finally, the Refresh Rate determines how often the Punch station will automatically refresh.

After you've selected your options, click OK to go back to the main Punch Station form. If you've checked Station
Enabled, it might look something like this:

; 4 Punch Station

-All Departments- hd <:02:11 PM
In Qut Employee+ Date Time Cetails » Comments 25

(2 ][ @] Brown, cindy 1206/2005 24117 FM

(2 ][ @ ]Jones, Jeff 12/Bi2005 24114 PM

(@[] Lane, Mark 12602005 241:3BPM -

[Z)(®] smith, Thomas 121202005 11:34:04 AM ABC - ABC Company/SHP - Shif

[Z)(®] smith, Tom 12602005 2:41:22 FM

As in the In/Out board, this form also has the current time and a refresh button for a manual Refresh of the Punch
Station.

You can punch in and out by clicking in the In and Out columns for the specified employees.
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Chapter 15 — Extermal Punch System

TimeKron's main job is to track time worked. It does this through tracking both punches and time sheet time. The main
source of TimeKron’s punches is TimeKron itself. However, TimeKron does allow punches to be processed from outside of
the TimeKron application. The External Punch System first must be enabled through the Super Administrator options
before it can be used. See Chapter 3 — Getting Started.

Open Architecture Punching

Open Architecture Punching (or OAP for short) is the technology that TimeKron uses to integrate external punches into the
application. In essence, OAP can provide the ability for TimeKron to accept punches from virtually anywhere. Through an
ODBC connection, other applications can enter raw punch data into a staging table in the TimeKron database. TimeKron
then detects and processes those staged punches. They are applied using all the policies and rules setup by the TimeKron
administrator. The possibilities for using OAP are endless.

How to use it

Every TimeKron application sets up a database. One table that it sets up in that database is called External_Punch. This
is the staging table which drives the OAP process. The relevant fields in this table are as follows: Badge ID, Punch Time,
In/Out Status, Project Code, Job Code, Punch Location, and UTC Offset. To enter an external punch, you just need to
insert a record into the External_Punch table. The minimum required fields are the Badge ID, Punch Time and In/Out
status. The rest of the fields are voluntary. UTC Offset represents a time zone offset. If TimeKron is processing punches
from two different time zones, it will use this field to normalize the times.

Hardware

Hardware such as punch clocks can also take advantage of OAP. Many hardware devices track things such as Punch
times and In/Out status as well as a Badge ID that was used to punch with. With this basic information, you can transfer
punch information from most punch clock hardware to TimeKron.

Device Manager

Software Techniques offers punch clock hardware for use with TimeKron. The entire package, which includes software
and hardware, is called 7imeKron Complete. The Device Manager software takes punches from multiple devices and
transfers those punches to TimeKron. The supported devices include a Serial Port, Ethernet, and Modem time clock
devices. For more information and pricing on the Device Manager and 7imeKron Complete, contact Software Techniques
at 540-721-1000.

OEM Integration

Through the use of OAP, other equipment manufacturers (OEM’s) can integrate their punch clocks with TimeKron.
Contact your OEM's for more information or contact Software Techniques for a list of recommended OEM’s.
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Web Based Punching

Another innovative way to use OAP technology is through the internet. Punching in to TimeKron could only be a few
mouse clicks away. Web sites can be created to accept punch information and then send the results to TimeKron. One
way to accomplish this is through the use of an ASP script. Appendix A provides a sample ASP script which can be used
by your own web administrator to integrate OAP into your company’'s own web page.

External Punch Error Maintenance

While using OAP technology and the External Punch System is very useful and flexible, there are times when punches
entered externally cannot be processed. The primary reason for a processing error would be an invalid Badge ID. In this
cases, we need to use the External Punch Error Maintenance form. To access this form, click on Tools -> External
Punch Maintenance.

&1 Error Maintenance E\
BadgelD [ PunchTime [ InfCut [ PCode | JCode | PunchLoc ]

12/16/ i
B/2005 4:45:18 PM

F54321 2/
£54321 121

0 |Punch Clack.

v

This form shows every punch in the External_Punch database that has not been processed. The relevant data for each
punch is displayed in the listbox. The key data for each punch is the Badge ID, Punch Time and In/Out.

Change
Badge 1D
[Batch]

Repracess
List

Change
Badge ID

Remove

Remave Baleh]

When dealing with punch errors in this form there are several things you can do.

Remove and Remove (Batch)

If you see a punch in this screen that does not belong, you can simply remove the punch. If you want to remove a single
punch, just click the punch record and then click the Remove button. You will be given a brief confirmation screen before
the punch is officially removed. The Remove (Batch) button can remove all punches for a specified Badge ID. If you
want to remove all punches of a particular Badge ID, just click a single record with the Badge ID that you want to remove
and click the Remove (Batch) button. The confirmation screen will be similar, but it will refer to removing all punches with
the same Badge ID.

Remove Punch P§|

€ , External Punch:

-

Badge ID 654321

Delete all recards with the selected Badge ID?

[ oK ] I Cancel

Change ID and Change ID (Batch)

Another approach to correcting punch errors is to change the Badge ID of a punch. It is possible and likely that some
employees’ Badge Ids will change over time. If the Badge ID change does not get updated in TimeKron, then it will not
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be able to associate a Badge ID with the correct employee. To change the Badge ID of a punch, click the punch you want
to change and click the Change Badge ID button.

) Select a Badge I 3]
& Deparment: L
L] 5o e employens
T T T
dones. el
L, M EECiE]

=] O s emphopses with & Daskge ©

[oc [ =]

On this screen, you can see each employee in the system and their Badge ID. Just select the employee and Badge ID
that you want to change the punch to and click OK.

You will then be given a final confirmation screen about the Badge ID change.
Change Badge ID E|

-
P

External Punch:

Badge ID 6543521
Punch Time 12162005 8:58:05 AM
Injout I

Change Badge ID to 444447

’ Ok, ] [ Cancel

To complete the Badge ID change, click OK.

The Change Badge ID (Batch) button works in a similar fashion. You still select a single record of the Badge ID you want

to change. After clicking the Change Badge ID (Batch) button, the same Badge ID selection form will come up. The
confirmation screen will look a little different.

Change Badge ID PZ|
9,  External Punch:
\_‘/

Badge ID 654321
Mew Badge ID 44444

Change all Badge ID ‘654321 to 44444’

[ QK ]I Cancel l

To change all the Badge Ids, just click the OK button. Following the changing of a Badge ID (either single or batch), the

entire list will be reprocessed. In theory, the punches you've just changed should actually process now and they should
be removed from the list.

Reprocess List

Corrections to the Badge ID can also be made in the main application. If you have already made the necessary
adjustment to the Employee Information you will need to reprocess the list of errors. To do this, click the Reprocess List
button. This will attempt to reprocess all of the external punches. Any external punches that have been successfully

processed will no longer appear on the list. Any external punches that still appear on the error list were unable to be
reprocessed.
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Warning Icon

If you are using the External Punch System and OAP, you will probably want a way of knowing if there is a problem with
your external punches. TimeKron provides this with a warning icon. If external punch errors exist, you will see an icon
like this on the main screen.

N

This will appear in the lower left part of the screen. For quick access to those errors, just click the icon itself and the
Punch Error Maintenance form will come up.
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Chapter 16 — RePOrLs

TimeKron has well over 20 different report forms and a number of the reports have different variations of that report.
There are many features that are common among report screens.

Common Features

Low Resolution Printer [ = @. B
Ok

Compary Logo in Header ) i _
Company name in title Print | [Preview || E-kail || HTRL

This information will be seen in every report.

Report Title

This is the name that will appear in each report header as the report title. Each report comes with a set name, but you
can change it you wish. Below the Report Title is the report description giving a brief description of the report.
Administrator Title Lock

When a Report Title is changed, it is changed for the entire system. If an administrator wants to lock down report titles to
keep people from changing them, they can click on this button. Then only administrators can change that report’s title.
This setting can be different for each report.

Low Resolution Printer

Occasionally, some TimeKron reports have graphics to display. Some printers may have trouble printing some graphics.
If you want to print a report without a lot of graphics, just check this option and it will be mostly lines and text. This
setting is for the workstation only.
Company Logo in Header

In the Super Administrator Options form, each system can specify a Company logo to appear in reports. If you have a
company logo specified, this checkbox will be enabled and you can check it off if you want to see the logo in the report.

Company Name in Title

Also in the Super Administrator Options form, each system can also specify a company name to appear in reports. If you
want to see the company name in the header of the report, just check this option.
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Print button

This button will print the current report.

Preview

This button will allow you to Preview the report before printing, emailing or creating an HTML document.
In the Preview mode, a Report Preview Toolbar will appear on the screen

Report Preview - rachvl frx =]

100% - [Ejee BB B &

The Report Preview Toolbar allows you to select any portion of the report you want to view. With the
Report Preview Toolbar you can:

e Move to the first or last page of the report

e Move to the previous or next page of the report
e Move to a specific page in the report

e View one, two or four pages at a time

e Zoom in or out of the report

e  Print the report

e Close the Preview window

E-mail

This button will allow you to e-mail the report to an employee or manager. After clicking on the E-mail
button the follow screen will appear:

E-Mailing Reports (=@ =S
Report Title
Ayard List \ Preview ‘ [ygrd E-Mail \ Ok ‘
Recipient List £dd Other Recipient @ Erployess () Departments
cindu@acmewidget.com \Elndy Brown P el i1l B cindy widget com
<< Add Jeff Jones

Joe Thomas joet@acmewidget.com
Mark Lane

Thomas Srith
R
e | Tom Smith

[ Loadlist ][ Savelist [ Cearlist | genglog

2/7/2008 20517 PM - Requested reports have been emailed. -
2/7/2008 3:05:17 PM - E-mail successfully sent to
g i cindy@acmewidget, com
Eamailebibvecy 2/7/2008 0513 PM - Report emaiing is in proress, making

co ion,
Additional Test 2/7/2008 3:05:12 PM - Processing your request

The report’s title is in the upper left part of the form. If you want to see the e-mail that will be sent, you

can click the Preview button. In the lower left part of the form, you can enter the e-mail subject and any
additional text you want to include.
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The list on the right is a list of employees and their e-mail addresses, if they have one. To add an
employee to the recipient list, double click the employee or click the recipient and click the Add button. If
you want to include a recipient that is not in the list, click the “Add Other Recipient”, which is located
above the Recipient List. A window will appear. Enter the e-mail address of the recipient and click OK. If
you want to send an email to all employees within a department, click Departments, and select the
department(s). Only employees with e-mail addresses will receive the report.

Once you have selected one or more recipients, the Send E-Mail button will become enabled. When you
have selected all the recipients, click this button and it will start sending the E-mails. The Send Log
section in the lower right will display the sending progress.

HTML

This button will allow you to create and save an HTML document. When the Save Window appears, give
the HTML document a name and click Save.

Common Report Criteria

Throughout all of the reports, there will be a number of different controls used to determine the criteria for the report.

Employee/Department Selector

® Employees O Departments

Brovan, Cindy s
Jones, Jeff
Lane, Mark

Smith, Thomas
Smith, Tom

w

Inelude terminated employess

This one allows you to select one or more employees or one or more departments for the report selection. Additionally,
you can remove terminated employees from the selection by un-checking the checkbox on the bottom.

Department Selector

Departments

-4l Departments-
Unaszsigned-
Admiriztration
Production

Sales

w

Include terminated employees

This one is very similar, but it only allows departments to be selected, no employees.
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Project/Job Selector
Projects Jobs
Al Projects- | -4l Jobs-
Unagzigned- Unasgzigned-
ABC - ABC Company Sal - Sales
HrE - B2 Company SHFP - Shipping

SUP - Technical Support

b

b

Most of the reports allow you to pare down by project and job. Here you can specify which projects and/or jobs you want
to report on.

Date Range

Date Range
Fram

12472008
To
12472005

Most of the reports also have date constraints. Here you can specify a from and to date for the report.

Submission Types

Submission Type
Approved Time
Submitted Time

Un-Submitted Time

In TimeKron, time can have three different statuses: Approved, Submitted and Un-submitted. Here you can specify the
kinds of time-status you want to report.

Time Format

[ ]HH:MM Format

With this option, you can specify how you want the time displayed in each report. If this is checked, time totals will be

displayed in hours and minutes (e.g. 10:15). If it isn't checked, time totals will be displayed in hundredths of an hour (e.g.
10.25).

Sorting options

Saort by | Department M ame, Project Job b

Some reports have a sorting option as well. Here you can specify one of many ways to sort the report’s data.
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Week Selector

December  w || 2005

SMTWTFS

Nov 08 [pTIaaRal 1] 2] 3=
DecO5[4[5[6]7[&8]910

31 415(16{17

Jan 06 [T Z[3[4|E[E[ 7]

Wesks selacted

12112008 o~

Some of the reports, also have a week selector as shown here. Here you can select one or more weeks to report on. The

weeks you've already selected are shown on the right.
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Department Reports

Department Dekails
InjQut Board
Infiout Hiskory
Mokes

Owertime Check

Payrall Surnrmary

Policy Repork
Security Repork
Summary by Job
Surnmary by Project

Punch Errors

Department Profile

This report shows each department and the employees in that department.

@ Department Profile @‘
Departments
E pa ~
Unassigned-
Administration
Production
Sales
v
Include terminated employees
Report title [] &sdministrator Title Lock.
|Department Profile:
This report shows each department and the emplovees | [T Low Resolution Printer
within each department =1 a. Close
Carmpary rame in title Print ow| | Form
Department Profile 12142005
page 1
Department Description Employee
Administration Responsible for general office administration | Brown, Cindy
Srnith, Thomas
Srnith, Tam
Production Lane, Mark
Sales Jones, Jeff
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Department Details
This report shows the hours worked by each department.
OEmDoneas @Deparlments Projects
8 . Date Range
partments. ] aned . a From
Unassigned- ABE - ABC Compary GAL - Sales 1241,/2005
’Si";'ﬂ';ﬁ?m"“ XYZ - ¥YZ Company SHP - Shipp =
Sales SUP - Techn 1211442005
Submission Type
Approved Time
Submitted Time
b v v [#] Un-Submitted Time
[¥] Inchude terminated employees [T HH:MM Format
Repoit title [ ] Administrator Title Lock.
Departrent Daily Totals [] Show Soft TIME Diamand SOL infarmation
A detailed repart showing the exact hours a department | [7] Low Resolution Printer
has worked over a specified time period &
[v] Compary narne in title PFrint
Department Daily Totals 1241442005
Administration page 1
Date Range: 12/41/2005 -12414/2005
Day Project Joh Employee Hours
Sun 12472005 |ABC - ABC Company SAL - Sales Smith, Thomas 2.00
Daily total: 2.00
Mon 1252005 [ABC - ABC Company |5AL - Sales |srmith, Thamas | 200
D aily total: 3.00
Thu 1282005 |ABC - ABC Company |5HF - Shipping |srmith, Thamas | 0.7s
Daily total: 0.75
Man 12/ 2/2005 [XYZ- XYZI Company SAL - Sales Smith, Thomas §.00
SUP - Technical Support Smith, Thomas 1.00
SHP - Shipping Smith, Thomas 2.00
Project total: 11.00
D aily total: 11.00
Tue 12/13/2005 |ABC - ABC Company SAL - Sales Smith, Thomas 387
BYZ-XYI Company SAL - Sales Smith, Thomas 5.00
SUP - Technical Support Smith, Thomas 1.00
SHP - Shipping Smith, Thomas 1.00
Project total: 7.00
D aily total: 10.87
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In/Out Board

This report shows the current in/out status of a group of employees.

E} In/Qut Board

Fieporl fila

O Employess ® Departmetits

AInassigned-
Admiristiation
Production
Sales

Include terminated employees

[ &dministrator Title Lock

In/Out Board

This report shows wha's in and wha's out,

-4l Dep i~

Sort by

[] Low Resolution Printer

Company name in litle

Shaw emplopees with no punches

Time.Department N ame

InfOut Board

1241 4/2005
page 1

In

Out

D ate'Time

D epartment

Employee

Location Notes

12802008 2:41:17

Administration

Brown, Cindy

vp:BEARBOX
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In/Out History

This report shows a history of in/out punches for the specified date range.

€ IniOut Histo Ty

Fiepoit title

-Unassigned-
Adrniniztration
Froduction
Sales

O Employees ® Departments

X

Date Range
From

1241/2005

To

12/14/2008

Show employees with no punches

Show individual employes reports

v Order by department

Include terminated employees

[ &dministrator Title Lock

In/0ut History

[] Law Resolution Printer

Company name in title

InfQut History
Department: Production
Lane, Mark

Date Range: 12412005 - 1241442005

124 442005
page 1

\ﬂ Out |Date'Time

Location Notes

1262005 2:41:36

vp:BEARBOX -+

@ | 25200524110

vy BEARBOX




TimeKron User Manual

104

Notes

This report allows you to report on notes from your employees for a specified time period.

s’ Motes
O Employees ® Departments
|~
-Unassigned-
Adrniniztration oEiS e
Froduction oI
Sales 124172005
Ta
12/14/2005
Print each employee on a separate page
M [ Show SaitTIME Diamond SAL notes
Include terminated employees
Feport title [ Adrinistrater Title Lock

| [Emplayes Mates

Dizplays employee notes for a specified date range.

[] Law Resolution Printer

Company name in title

Frirt each department on a separate page

X

= @& Close
Print view| | Fom

Srith, Thomas

Employee Notes

Department: Administration

Date Range: 12/ 72005 - 121472005

124 472005
page 1

D ate'\Time

Notes

1211242005 9:31:56

Gotin really late today because of the snow.

1220005 9:42:05 AW [test note
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Overtime Check

This report shows employees who have exceeded daily or weekly overtime amounts. You can specify whether you want
to compare on daily or weekly overtime.

ﬁ Overtime Check

Feport title

totals.

O Emplopees ® Departments

-4ll Departments- S
Unassigned-

Administration

Production

Sales

v

Include terminated employees

[ Admiristrator Title Lock
Diaily Owertime Check.

December  » || 2005
SMTWTFS
Nov 05 m@
Dec05(4]5]6[7[8]30
18[19[20[21]22[23(24
25[26[27]28]2a[3031

Jan06[1]2[3]4[5[6[7]™]
2
[]HH:MM Farmat
Report on emplapees who (%) Daily Hours a.00
have overtime exceeding:
() wieekly Hours | 40.00
Sort by | Date.Department, M ame A

This report shows employess achizving overtime pay for | [7] Low Resolution Printer
a specified time period. Selection is based on daily

Company name in litle

Weeks selected

12A11/2008 -~

&
Print

Daily Overtime Check
‘Weekiz) reported; 1241/2003
Hows exceeding 5.00

124 472005
page 1

D ate D epartment Employee Hours Worked

121202005 Adrministration Srith, Thomas 11.00
121302005 Adrministration Srith, Thomas a7
127452005 Adrministration Smith, Thomas 1340
12A 582005 Administration Smith, Thomas 10.00
12162005 Administration Smith, Thomas 1200
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Payroll Sum

mary

This report breaks down regular and overtime hours worked and displays the compensation for each employee.

& Payroll Summary.

Feport title

-4l Departm
Unassigned-
Adminiztration
Production
Sales

@ Employess ® Departments

W

Include terminated employees

Weeks selected

December || 2005 v

SHMIWTEFS
Nov 05 [2728[25/30/ 1 [2[3](a)
Dec05[4[5[6[7[8[3 10
181192021 222324

26[26]27)28(29(30[31
Jan 0612345 TE]7])

] HH:MM Farmat

] Hourly emplayees only

[ Administratar Title Lack

Prayroll Summarny

This report shows hours worked and compensation for a

specified department.

[ Low Resolution Prinker

Compary name ir title:

12/11/2005

B

=] Cloze
Frint w| | Fom

Payroll Summary

1241452005

Week(s)reportect 12011/2005 page 1
Adminigtration

Employee D epartment Week Start |Base Pay Hour Type Hours|Adjusted Pay Compensation

Srith, Thomas Administration 1241142005 $10.00/Hourl Regular{ 40,00 $10.00/Hourly $400.00

OT1 [B004000) 5.00 $15.00/Hourly $75.00

OT2 [B00/4500) 5.00 $16.00/Haurly $80.00

0T3| 387 $17.00/Haurly $66.79

oT4( 3450 $10.00/Hourly $63.00

Totals | 5737 1683.79
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Policy Report

This report displays the basic information for each policy selected.

Employes Palicy

Displays information about employee policies

Employes Policies

-All Poli
-De

Mat Palicy

[ Print blark policy checklist

Report fitle [ dmiristrator Title Lock

[ Low Resolution Printsr

Campany name in tile

Employee Policy
-Default Exempt Policy-

12/14/2005
page 1

Overtime Settings

Draily Owertime
Overtime 1 g.00
Overtime 2 900
Overtime 3 1000
Overtime 4 1100

Weekly Overtime

40.00

4500

50.00

55.00

Deduct daily overtime from weekly overtime

YES

Rate

160

1.70

1.80

Rounding Rules

Offset rounding to the nearest 1 minute(s)

Punches between 7:54 Al and 7:58 AM
Punches between 7:53 AW and 8:03 AM
Punches between 8:04 AWM and 8:08 AM

Round each punch to the nearestd minute increment

round to 7:55 A
round to 8:00 A
round to 8:05 Al

Punch Options

Allowe Regular Punch InfOut
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Security Report

This report will show the different security level settings for the selected employees.

(] Security Summary
O Employees ® Departments
Adrministration
Production
Sales
Ll
Include terminated employees
Sort by | Mame Department hd
Report title ["] Admiristrator Title Lock.
Security Summary
Thiz repart shows selected emplopees and their level of | [7] Low Resolution Printer
et & & Close
Company name in title Frint | [Preview| | Fom
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Department Summary by Job
This report summarizes department information by job.

& Department Summary by Job

Projects

Departments

-4l Departments-

-Unaszsigned- Unassigned-
Administration ABC - ABC Company
Production #0Z - ¥YZ Company
Sales

w

Include terminated employees

Feport title: [] &drinistrator Title Lock:

Department Summary by Jab

Thiz report shows a summary of ime taken by &
department broken down by job.

[ Low Resolution Prirter

Company hame in itk

X)
Jobs
-~ Date Range
Unassigned- From
S4L - Sales 12/1/2005
SHF - Sh\ppipg To
SUP - Technical Suppart 1211472005

Submission Type
Appioved Time
Submitted Time

w Un-Subritbed Time:

[]HH:bM Fommat

Department Summary by Job 1241 4/2005
Administration page 1
Date Range: 124 /2005 - 120142005
Joh Project Hours
SAL - Sales ABC - ABC Company 8.87
KNI - XYL Company 17.00
Job total: 25.87
SHP - Shipping ABC - ABC Company 525
KXY I - WYL Company 5.00
Job total: 10.25
SUP - Technical Support MY L - MY Company 5.00
Department total: 41.12
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Department Summary by Project
This report summarizes department information by Project.

& Department Summary by Project

Jobs

Departments

-4l Departments-

Include terminated employees

Feport title: [ &drinistrator Title Lock.
Department Summary by Project

Thiz report shows a summary of ime taken by &

I [ Low Resolution Prirter
department broken down by project.

Company hame in itk

-Unaszsigned- Unassigned-

Administration ABC - ABC Company 54L - Sales

Production #0Z - ¥YZ Company SHP - Shipping

Sales SUP - Technical Suppart
v

X

Date Range
From
12/1/2005

Ta
12/14/2005

Submission Type
Appioved Time
Submitted Time

w Un-Subritbed Time:

[T HH:MM Fommat

=] [& Close
Piint | [Preview| | Fom

Department Summary by Project 121 4/2005
Administration page 1
Date Range: 120/2005 - 124 4/2005
Project Joh Hours
ABC - ABC Company SAL - Sales 8.87
SHP - Shipping 50.25
Project total: 14.12
BYZ- WYL Campany SAL - Sales 17 .00
SHP - Shipping 5.00
SUP - Technical Support 5.00

Project total: 27.00

Department total: 41.12
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Punch Errors

This report will show open and overlap punches for a specified date range.

ﬁ’l’unch Errors

Fiepoit title

O Employees ® Departments
S

Adrniniztration
Fraduction
Sales

w

Include terminated employees

[ &dmiristrator Title Lock

| Repart Title

Company name in tithe

Date Range [CTHH:MM Format
Frarm

124/2005

Ta

12/14/2005

() Open punches anly
() Owerlap punches only

() Open and Overlap punches

[] Law Resolution Printer

Fri

Cloze
Farm

X

Report Title 1201 452005
Date Range: 120 /2005 - 124472005 page 1
Day Start End Hours Employee Status
Wed 12/14/2005 | 1121 AM 0.00|Jones, Jeff OPEN

111
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Employee Reports

Employee Details

This report shows detailed employee time information for a group of employees.

) Employes Dotaik

() Empioyres () Depamments
Adores, Jell

Lara. Hak

Smith. Tem

[ Inchade tarminated emglopeds

[E epnpron Dl

Drown, Cindy a0

Employes Details
Employee Profile
Excessive Hours
Lateness Check
Summary by Job
Summary by Project
Time Sheet

Time Sheet Status

]

Date Rangs
Feom
124172005
Ta

121472005

Sxbimesion Typo

[ Appmereed Tene

[=] Submitied Time

- w

[=] un Suemited Tme

St by | Dopuabnrd Nieon Prcqeec] ok w | MMM Fomat

Flapert ke [ Ackrirmstraen Tk Lexch:

] St SR TME Dt S0L sermabion

A debaded 100 Showng The £sct hotes ar omgioges | ] Low Flecokubon Punker

wecehiod v @ spcabed e peveed

& || &
[] Comrary rseen i btk Pk M

(= |
EMald |

Choim
Fom

Employee Details 12/14/2005

Department: Praduction page 1

Lane, Mark

Date Range: 124/2005 - 121 42005

D ate Project Job Start End Hours

Mon 1292005 [ABC - ABC Company SUP - Technical Suppart 9:15 AW | 10:30 A 0.00
Daily total: 0.00

Sun 12112005 [4YZ - ¥¥Z Campany [SAL - Sales | 75| T 1.00
Daily total: 1.00

Mon 121122005 [XYZ- XYZ Company [SAL - Sales | 7S] TS 200
D aily total: 2.00

Tue 1211312005 [XYZ- X¥Z Company [sAL - Sales | 78] 7] 3.00
D aily total: 3.00

£ 1214/2005 [XYZ- X¥Z Company |SAL - Sales | 73] T 4.00

Daily total: 4.00

Employee total: 10.00
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Employee Profile

This report shows basic employee information

& Employee Profile

Feport title

Emplaves Profile

® Employess O Departments

Brrown, Cindy ~
Jones, Jeff

A

Include terminated employees

[] &sdministrator Title Lack.

Shows basic infarmation about each employee selected. | [ Low Resolution Printer

Company hame in itk

Employee Profile

124442005
page 1

Employee

Smith, Thomas

Status: Exempt

Default Joh:
SHP - Shipping

Gender: Male Badye: E-Mail tam ithi@acme.com
33N 123456789 Emp# Comp: $10.00 Hourly
Hired:  &m/2005 Payroll# Palicy: LDefaut Exempt Policy-
Birth: Default Project; Dept:  asdmiristration

i Term: ABC - ABC Company M otes:
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Excessive Hours

This report can show you which employees have time segments exceeding a particular amount.

e’ Excessive Hours

® Employess O Cepartments

Brown, Cindy A
Jones, Jeff
Lane, Mark,

Smith, Tom

Projects

e

hagzighed
ABC - ABC Compary
HAZ - ¥YZ Conmpaty

Sal - Sales
SHP - Shipping

W

Fieport on entries with
hours greater than:

SUP - Technical Support

b

Include terminated employess

Report Litle

Sort by | Department Mame

[ Admiristratar Title Lock

| [E #zessive Hours

This repaort will shovs which emplovees have excessive
hours recorded for one or more periods.

[ Low Resalution Prirker

Company name in title

Pr

Approved Time
Submitted Time
Un-Submitted Time

“ | [ HH:MM Format

a.00

Date Range
Frorm

1241/2008

Ta

1241442005

Subirmission Type

@L Close
w| | Form

Excessive Hours 1241472008
Drate Range: 12M/2005 - 124 4/2005 page 1
Department Name Project Job Date Hours
Sales Jones, Jeff KYZ- X¥YZ Company SHP - Shipping 12/13/2005 9.00
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Lateness Check

This report allows you to show employees who clocked in past a specified time.

s’ Lateness Check

O Employees ® Departments

v

Include temminated employees

Feport title [ Adrinistrater Title Lock
Lateness Check

Thig will zhow those employess whao punch in after the
specified time period in a specified date range.

[] Law Resolution Printer

Company name in tithe

-4l Departments- [~ Date Range

Unassigned- Frarmn

Administration 124142008

Froduction

Sales Te
12/14/2005

(%) Enter the lateness cutoff time | 9:00 AWM+
() Use employes first shift seament from D/SEL

[ shaw employees that are on time

Sort by | Date.Department,M ame

=i
Print

3

Cloze
Farm

If you are using SoftTime in conjunction with TimeKron, you will see the option as it is above. If you choose the ‘Use
employee first shift segment from SoftTime’, the cutoff time checked will be the start of the first segment as it appears in
SoftTime. Otherwise, you can specify a specific time which will be checked against all employees. Also, you can include

employees that were on time for the specified date range.

Lateness Check 1241 4720058
Diate Range: 1242005 - 1201 4/2005 page 1
Day [Date D epartment Employee SSHN SchedIn | Time In*
han Dec5, 2005 |Production Lane, dark S:00 A 9:15 AM
Thu Decd, 2005 [Administration Srnith, Thomas 123-45-E739 .00 A 2:06 PM
Tue Dec 13, 20048 [Sales Jones, Jeff 9:00 Ak 12:00 PW
YWied |Dec 14,2005 |Sales Jones, Jeff 9:00 Ak | 11:21 AM
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Employee Summary by Job

This report summarizes employees’ time and breaks it down by job.

(o] Employee Summary by Job

@ Employess (O Departments Frojects

b

Include terminated employees

Report title
[Employes Summary by Job

employee broken down by job.

Thiz report shows a summary of time taken by an

Jobs

Brown, Cid"" -Unassigned- -Unassigned- Fram
i ’ ABC - ABC Campany SAL - Sales 12/1/2005
Sar.';' T: W Z -2 Campany SHP - Shipping =

mikr, omas R .
Smith, Tom SUP - Technical Support 12/14/2005

Submission Type
Approved Time

Submitted Time

[THH:MM Format

[ &dministrator Title Lock

[ Low Resalution Printer

Company name in litl

Date Range

Un-Submitted Time

Employee Summary by Job 121472005
Department: Administration page 1
Stith, Thomas
Drate Range: 12M/2003 - 121 472005
Joh Project Hours
SAL - Sales ABC - ABC Company B.87
KYL- XYL Company 17.00
Job total: 25.87
3HP - Shipping ABC - ABC Company 525
KYZ- XYL Company 5.00
Job total: 10.25
3UP - Technical Support ¥YZ- XYL Company 5.00

Employee Total: 41.12
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Employee Summary by Project
This report summarizes employees’ time and breaks it down by project.

& Employee Summary by Project

v

Include terminated emplovees

Report tille [ &dministrator Title Laock
Employes Summary by Project

Thiz report shaws a summary of time taken by an

[ Low Resalution Printer
emplopee broken down by project.

Company nhame in title

@ Employees ® Departments Projects . o

-,|| [leuarrnenh:- | nassigred- -Unassigned-

;qdnasslgne: - ABC - ABC Company SAL - Sales

. ”;‘”‘Sl_‘al":'” WZ - 2 Company SHP - Shipping

STU‘ uction SUP - Technical Support
ales

Date Range
From

1241/2005
Ta
1241472005

Submission Type
Approved Time
Submitted Time

Un-Subritted Time

[THH:MM Farmat

Employee Summary by Project l 1241442005
Department: Administration 1 page 1
Srith, Thomas
Date Range: 12012005 - 1241 452005
Project Job Hours
ABC - ABC Company SAL - Sales 8.87
SHP - Shipping 5.25
Project total: 14.12
YYZ- XYZ Company SAL - Sales 17.00
SHP - Shipping 5.00
SUP - Technical Suppart 5.00

Project total: 27.00

Employee total: 41.12
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Time Sheet

This report will print time sheets for employees for the specified weeks.

i e T
Jan06[1[2[3[46(6[7 ™)

® Employees O Departments ‘wieeks selected
Brown, Cindy A December || 20058 12A1/2005
SMIWTFS
g Nov 05 [2712E[28[E0 1 25 ][a)
Srith, Thomaz DecO5[4[5[E|7 219 N0
Srith, Tom mmmm
[18[19(20[21]22(23(24)

-

v
] HH:bM Farmat
b [] Show overtime breakdown
Include terminated employees
clude exempt employees
Include non-exempt emplovees
Feport title [] &dministratar Title Lock
Pfeekly Timeshest
This report shows weekly timesheets for the employess | [7] Low Resolution Printer
and weeks specified. @ @‘ = Close
Compary hame in tite Print | [Preview| | E-Mal | | Form
Weekly Timesheet i 1241472005
Department: Administration - page 1
Smith, Thomas
. Sun Mon Tue Wed Thu Fri Sat
[Pz dEl 12711 | 122 | 123 | 124 | 1205 | a2 | 127 Totals
B | ABC - ABC Company SAL - Sales 3.87 387
E |ABC- ABC Company SHP - Shipping 4.50 4.50
= - ompan - Sales k X k X X [
KYI- XYL Company SAL - Sal 8.00 5.00 4.00 8.00 g.00 3300
= - ompan - Shippin k . k . X X
KYZ- XYL Company SHP - Shipping 2.00 1.00 2.00 1.00 2.00 g.00
EE |XYZL- XYL Company SUP - Technical Support 1.00 1.00 3.00 1.00 200 g.00
Totals| | moo] ws7] 1350] 1m0 1200 5737
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Time Sheet Status

This report can quickly assess the status of your employees’ time sheets for one or more weeks.

@ Time Sheet Status

Repott lils

time sheets for a

Departments

Unassigned-
Adrministration
Production
Sales

v

Include terminated employess

December || 2005~

SMTIWTFS

Now 05 TR0 T [2 3 ]a)
Dec 05[ 4[5 HEIEN

Approved
Submitted
ot Submitted
Hixed Status

[ Administrator Tite Lock

Time: Sheet Status

specified date range

This report shows which employees have ot submitted | ] Low Fiesalution Printer

Company name in title

Weeks selected

1z2A1/2005 A

v

) Exempt only
() Non-exarmpt only
) Both

S
Frint

(X

Close
Form

Time Sheet Status
Wizek(3) reported:. 12412005

121472005
page 1

Week Start Employee D epartment Status

12/11/2005 Brown, Cindy Administration Mot Submitted
Jones, Jeff Sales Mot Subimitted
Lane, Mark Production Submitted
Smith, Thomas Administration Submitted
Smith, Tam Administration Mat Submitted
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Project/Job Reports

JobfProject Profile
Project/Job Profile

Project Recap

Project Details

Project Time Surrary
Job Details

Job Time Summary

Job/Project Profile

This report shows each job and their associated projects.

e Job/Project Profile

Job/Praject Profile

Thiz report itz each job that iz available and the
projects which the jobs are attached to,

Report title [] Administrator Title Lock.

SHP - Shipping
SUP - Technical Support

v

Show Jobs with no associated Project:

[] Loww Resalution Printer

Company name in title:

& || [&
Priint_| [Preview)

Close
Fam

JoblProject Profile

1211 4/2005
page 1

Joh Project

SAL - Sales ABC - ABC Company
BYI- WYL Company

SHP - Shipping ABC - ABC Company

BN - XYL Company

SUP - Technical Suppont

BNI- XYL Company
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Project/Job Profile

This report shows each project and their associated jobs.

&) Project/Job Profile

Report title

Project/)ob Profile

This report lists each project that is available and the [ Low Resolution Printer
jobz which the project has associated.

Projects

ABC -ACUmpany
HYZ - ¥rZ Company

s

Show Projects with no aszociated Jobs

[ &dministrator Title Lock

Company hame in title

Project/Job Profile 1241 442005
page 1
Project Job
ABC - ABC Campany SAL - Sales
=HP - Shipping
AYL- WYL Company SAL - Sales
SHF - Shipping
SUP - Technical Support
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Project Recap
This report summarizes every project.

& Project Recap

Projects

® Employess O Departments

v
Include terminated employees

Feport title: [] Adrinistrator Title Lock.

|Project Recap

Summarizes projects by department and job for &
specified time period.

- Date Range
Birown, Cindy Unassigned- -Unassigned- From

Jones, Jeff ABL - ABC Compary SAL - Sales 12142005

& = #0Z - ¥YZ Company SHP - Shipping Ta

2 < SUP - Technical Suppart

Smith, Tom 12/14/2005

X]

Jobs

Submission Type
Appioved Time
Submitted Time
Un-Submitted Time

[T HH:MM Format

[ Low Resolution Prirter

=] Cloze
Company hame in title: Frint jew| | Fom

Project Recap 1241442005

Date Range: 12052005 - 1204 472005 page 1
Project D epartment Job Hours

ABC - ABC Company Administration SAL - Sales B8.87

SHP - Shipping 5.25

Dept total: 14.12

ABC - ABC Company total: 14.12

WYL - ¥YZ Company Adrministration SAL - Sales 17.00

SHP - Shipping 5.00

SUP - Technical Support 5.00

Dept total: 27.00

XYZ - X¥YZ Company total: 27.00

Grand Total: 41.12
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Project Details

This report provides details about each selected project for a specified date range.

& Project Details

Departments

-Unazsigned-
Administration
Production
Sales

Fepart tite

Project Detailz

employes,

Frojects

-Unazsigned-
ABC - ABC Company
HYZ - ¥ Company

“

Include terminated employees

SAL - Sales
SHP - Shipping
SUP - Technical Support

- v

Soit by | Departraent NareJab hd

[ Asdministrator Title Lock

Thiz report braaks down project details by date, job and | [7] Low Resalution Printer

[] Show Scft TIME Diamond SHL infarmation

Company name in title

Date Range
From

124172005
Ta

12/14/2005

Submission Type
Approved Time
Submitted Time

Un-Subritted Time

[THH:MM Farmat

Project Details 1211472005
Dete Range: 12/ /2005 - 12/ 42005 page 1
Project: ABC - ABC Company
Day | D epartment ‘Employee |Joh |Start | End | Hours
Sun 1242005 |Administration |Smith, T homas [5aL- Sales [ s T 18 ] 2.00
Daily Total: 2.00
Mon 1282005 [Administration [Smith, T homas [S4L- Sales [ 15 [ 18 ] 3.00
Daily Total: 3.00
Tue 12/13/2005 [Administration [Smith, T homas [SAL- Sales [ Ts [ 18 ] 387
Daily Total: 3.87
Thu 1282005 [Administration [Smith, T homas [EHP - Shipping [ 206PM [ 12005 | 0.75
Daily Total: 0.75
Wied 12/14/2005 [Administration [Smith, T homas [SHP - Shipping [ s T 718 ] 4.50
Daily Total: 4.50
Mon 12652005 |Praduction [Lane, Mark [SUP - Technical Suppart [ g15AM [ 12mm005 | 0.00
Daily Total: 0.00
‘Wed 12/14/2005 [Sales [Janes, Jeif [SUP - Technical Support [ 1121 aM ] [ 0.00

Daily Total: 0.00

ABC - ABC Company total 14.12
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Project Time Summary

Similar to Project Details, this report will summarize project time for a specified time period.

] Summary by Project

O Employess ® Departments

-All Departments-
-Unassigned-
Administration
Production

Sales

A

Include terminated employees

Feport title

|Praject Summary

project for a given time period.

Jobs

Unassigned-
ABC - ABC Company 54L - Sales
#0Z - ¥YZ Company SHP - Shipping

SUP - Technical Suppart

[] sdministrator Title Lock.

This report shows a summary of the time taken for each | [] Low Resolution Printer

Company hame in itk

X

Date Range
From
12/1/2005

Ta
12/14/2005

Submission Type
Appioved Time
Submitted Time

“ Un-Submitted Time

[THH:}M Faimat

=] [& Cloze
Print | [Preview| | Fom

Project Summary 1241 472005
Date Range: 124172005 - 121452005 page 1
Project Job Hours
ABC - ABC Company SAL - Sales g.a7
SHF - Shipping 525
SUP - Technical Support 0.00
14.12
KYI- XYI Company SAL - Sales 27.00
SHP - Shipping 14.00
SUP - Technical Suppoart 5.00
46 .00

total 60.12
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Job Details

This report shows details for each job for a specified time period.

Job Details X
Departments Projects Jobs
et All Projscts- i~ b ~ Date Range
-Unassigned- Unassigned- Unassigned- From
Administration ABC - ABC Company 54L - Sales 12142005
Production #0Z - ¥YZ Company SHP - Shipping Ta
Sales SUP - Technical Suppart 1211472005
Submission Type
Appioved Time
Submitted Time
v
Un-Subritbed Time:
Include terminated employees ~ =
Sortby | Department, Name Project v | [CJHH:MM Famat
Feport title: [ &drinistrator Title Lock.
Job Details [] Show SoftTIME Diamond SOL infarmation
This report breaks down job details by date, project and | [] Low Resolution Printer
employee.
Company hame in itk
Job Details 124472005
Date Range: 12/1/2005 - 12/ 42005 pags 2
Job: SUP - Technical Support
Day ‘ D epartment ‘ Employee ‘ Project | Start | End | Hours
Mon 12/12/2005 [Administration |Srith, Thamas [%¥Z- %¥Z Company | 15 | 18 | 1.00
Daily Total: 1.00
Tue 12/13/2005 |Administration [Srith, Thamas [XYZ- %YZ Company [ 15 | 18 ] 1.00
Daily Total: 1.00
Wed 12/14/2005 |Administration [Srith, Thomas [XY7 - X¥7 Company [ 175 [ 18 ] 3o
Daily Total: 3.00
Mon 1252005 |Production [Lane, Mark [ABC - ABC Company [ o15aM [ 1262005 | 0.00
Daily Total: 0.00
Wed 12/14/2005 |Sales [Jones, Jeff [ABC - ABC Company [ 1121 4M ] [ 0.00
Daily Total: 0.00
SUP - Technical Support total:
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Job Summary

This report summarizes time for each job for the specified date range.

s’ Summary by Job

Frojects

O Employees ® Departments

Date Range

-All Departments- ol M ryTe— gnd- From
fdnés?'gn'?d' ABC - ABL Compary SAL - Sales 1241/2005
. “;'n'stt_'at'on KYZ - ¥YZ Company SHF - Shipping Ta
roaucion .
Sales SUP - Technical Support 121472005
Submission Type
Approved Time
Submitted Time
v & o Un-Submitted Time
Include terminated employees [T HHMM F :
B ormal
Repart title ] asdmiriistratar Tithe Lock,

Wob Summary

This report shows a summary of the time taken for each | 7] Low Resolution Printer

job far & given time period. =] @‘ Cloze
Compary name i title Print | [Preview Fom

Job Summary 124442005
Date Range: 12772005 - 1211472005 page 1
Joh Project Hours
SAL - Sales ABC - ABC Company 8.87
AYL-¥YE Company 2700
3587
SHP - Shipping ABC - ABC Company 525
AYL-¥YE Company 14.00
1925
SUP - Technical Support ABC - ABC Company 0.00
AYL- XYL Company 5.00
5.00

total

60.12
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Chapter 17 — Utilities

Importing

TimeKron supports importing data from a variety of other software programs and other versions of TimeKron. There are
two options in TimeKron for importing data into your SQL database. One option is to use the DBADMIN mode to do a
Total Import (see Total Import Instructions in Chapter 2).

Under the file menu there is another utility for importing data into your TimeKron database. Before using this utility you
will need to setup your data as you want it. This utility is primarily used to add employees and departments to your
TimeKron database that you have already setup. This can even be used to add employees to a TimeKron database that
you are using. To use this utility you must be operating in Super Administrator mode.

To begin importing data, select File->Import from the menu. TimeKron features an Import Wizard to lead you through
the steps of importing your data.

(® timekron 17501 Server Import

= [t et St 5
g =

Imgocet File: Type:

iGenesc [iats Fle

Generic Data File

With a generic data file, you can choose to import either employees or departments.

) TimeKron T/S0L Server Import

| Sinp 2 - Seinet Fis Tyn -

BE e
g

i Enpkyeed
O Departments

[ Cancel | [ ek [ Meaxs |

Next you must choose the Generic Data File to Import. It is helpful to use the first row of your import file as headers.
These will display in the next step when you have to map the column names. Generic Data File types can be xIs, txt, csv,
dbf, etc.
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e’ TimeKron T/SQL Server Import. E|

[ Step 3- Select File v

Spesify the losation of the Data File to be importsd,

mport File
| DAGARTATEST4XLS ]

Microsoft Excel 5.0 or eatlier [4LS)
Lise first row as header:

[ cance | [ <<Back ][ Mest>> |

With generic data file imports, you will need to match the TimeKron Fields to the fields in the import file. TimeKron will try
to match the fields as best it can. All of the fields do not have to be matched, but to move to the next step, you must

match up the name field. You can match up fields by selecting a field and using the << and >> buttons or by dragging
and dropping between the lists.

) TimeKran 17501 Server Impart

Step 4 - Maich Fiehds v

Diestinrion Field Source Field ‘Source Fiekd

Name [Full Hame] & cohrnn - “

Erplyes Nunber

Socal Seculy § cohand

eyt Mo cohamod

Dale ol Hea ok

Tiate o Eath cohenk

Comprnsation At

Comprnsation Rate

Gerder

Pichae Path

Departant.

EFuliName O Fiit, Midde, Last 4
LCarecel [ ccbok || mHews |

Duplicate Handling tells TimeKron how you wish it to handle duplicate records that it comes across. Your choices are to

skip or to allow duplicate records. Skipping will not import a record identified as a duplicate. Allowing duplicates will import
the record and you can review both records in TimeKron to determine which is valid.

fﬂ TimeKron T/SQL Server Import E|

| step - Dupiicate Handing v/

Choose how duplicate records should be handled duing the import
process

Duplicate records have the same Name and Hire Date

15k Duplcate Records
O Allow Duplicate Records

Cancel | [ <¢Back [ Mews> | [ Finish
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Press the Next button to move to the last page.
Lc’ TimeKron T/SQL Server Import E|

Step 6 - Finish
You are now ready to import

Click on Finish to complete the impart.
Mote: The import process may take several minutes,

From here, you just need to click on the Finish button and the Import will begin. Depending on the number of employees
you have, the import process may take several minutes.

Importing from TimeKron
Importing from TimeKron is very similar, but there is one less step. From the first screen, select TimeKron and you will
see the following screen.

e’ TimeKron T/SQL Server Import El

Step 2 - Select Fils hd

Specify the location of the TimeKron executable file.

TimeKron - Select Direstory
CAPROGRAM FILES\SOFTWARETECHATIMEKRONY

[ cancel | [ <cBack [ Mew» | [ Finish |

Enter the location where the TimeKron executable file exists in the field. From there, TimeKron can figure out where your

data exists.
After you click next, you will see the Duplice Handling page as shown above. Then you will just need to click Next one
more time to get to the final page and click Finish. The TimeKron import should then begin.



TimeKron User Manual 130

Exporting

] Export PZ|
Expoart Template

O Employess ® Departments
*Show terminated employess

-All Departments- |~

5 Date Range Submission Type
Unassigned-

From
Administration 124142005 Approved Time
Production

Sales Ta

12014/2005 [ Submitted Time

[J un-Submitted Time

v

TimeKron’s Export form doesn't look all that impressive, but in this case, looks can be deceiving. TimeKron now has

export templates for exporting time data to your favorite payroll programs. Even better is that the templates are
customizable by the user!

Export Templates

Export templates in TimeKron come in two types: Built-In and Custom. Built-in templates are hardcoded into the system
and cannot be deleted or edited. Currently there are 4 Built in templates. Custom templates are templates that have
been created by the user and can be adjusted or deleted at will. Built-in and custom templates both work in the same
way, but the built-in templates are created for exporting to specific applications. The difference between Built-In and
Custom templates can be seen in the template selection screen.

i select Template E|

Awvailable Templates

FeachTres

Quick Books

ADP

CheckMark Payrol

Cancel

and in the main form once a template has been selected.

Export Template

| PeachTree [Built-ln Template]

Exporting Basics

Exporting data from TimeKron is actually quite simple. First, you need to select an export template as shown above.
Then you want to select the group of employees that you want to export data for. Next, you need to specify a date range
for the export. The above illustration shows a date range to enter. Some templates require specific weeks to be selected
and in those cases, the date range controls will be replaced by the week selector.
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December  » || 2005

SMTWTFS

Nov 05 [Z72efzalE0T 1 [2 ]3]
Dec 05[4 HEEID

EE
Jan06[1]2]3[4[5]6]7]9)

Next, you need to decide what type of records you want to export. You can choose between Not Submitted, Submitted

and Approved statuses. You can choose one, two or all three of them. Next, you need to click the Export button. After
you click on the export button, you will be prompted as to where you want the export file to be placed as well as a nhame
for the file. Once you have specified that information, the export will begin. That's it.

Creating/Editing Custom Templates

As stated before, TimeKron allows users to create custom export templates. If you use a payroll system that is not
supported by one of the built-in templates, you can create your own export template to do the job for you. Creating and
editing templates are very similar. To create a template, just click the New button on the main export form. To edit a
custom template, click the Select button and select the template you wish to edit from the list. Once you see it on the

main export form, click the Edit button. Whether you are editing or creating, each of the following sections pertains to
setting up the export template.

Output File Type

Output File Type

I

FoxPro Data File [DBF)

Excel Spreadsheet [<L5]
Comma Seperated WValues [C5V)
Tab Delimted Text [THT)

This setting determines the format of the resulting export file. The choices are shown above. The type you choose

depends on how you want to view the data and how your payroll program receives data. After picking the Output File
type, click the Next button on the bottom.

Data Grouping

Output File Type
| FoxPro Dats File [DEF)

Data Grouping

I

Employee, Dap

Employee, Day, Pay-Level
Employee, Pap-Level

Employee, Punch Clock Records
Employee, \Week

Employee, \Week, Pay-Level

Once you've selected an Output File Type, you need to choose the data grouping for the export file. This is a crucial step
in creating your export template. Here is an explanation of each type of data grouping.

Employee — Export data will be grouped by employee only. This usually has the effect of coming up with grand totals for
a date range.

Employee, Day — Export data will be grouped by employee and day. This means that if an employee has several punches
or time segments for one day, they will be consolidated into one day. The result will be one record in the export file for
each day of data for each employee that is exported.
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Employee, Day, Pay-Level — Export data will be grouped by employee, day and then pay level. In this case, pay level is
separated between regular time and overtime levels. TimeKron will break down time for each day and group the time into
the appropriate pay level for each day. For example, an employee could have regular time and overtime hours on the
same day. This method accounts for that.

Employee, Pay-Level — Export Data will be grouped by employee and then pay level. This method will not group by day,
but for a week range. For the specified range, the export file will provide the total amount of time for each pay level. For
example, for each employee in the export, there will be one record for each relevant pay level. This will include at least
regular hours and could include as many as four additional overtime levels.

Employee, Punch Clock Records — Export data will be grouped by employee and then by punch clock record. This one is
similar to Employee, Day, except that all the records for a day will not be totaled. In this method, each individual punch
record that exists for the employee for the date range will be provided in the export.

Employee, Week — Export data will be grouped by employee and week. This export will total all time for each selected
week for each employee.

Employee, Week, Pay-Level — Export data will be grouped by employee, week and then pay level. Similar to the previous
method, but the total time will be broken down by pay level. For each week selected there will be one or more pay level
records for each employee.

As stated above, choosing the right data grouping is crucial to creating the correct export template. If you are looking for
a specific kind of data grouping that you don't see here, contact Software Technigues for further assistance. Once you've
selected the Data Grouping, click Next.

Date Range Type

Output File Type
| FosPro Data File [DEF)

Data Grouping

| Employes

Date Range Type
I

[ ate Range

Once you've selected a data grouping, you will need to specify a date range type for the export. The options here are
reduced to two. Date range is simply where the user specifies a starting and ending date for the export. Week range is
where the user selects one or more weeks for the export. Take note that depending on what data grouping you choose,
your date range type options may be limited to just one. For example, Employee — Pay Level only allows Week Range. In
that case, date range will be disabled in the listbox. After choosing the Date range Type, click Next.

Export Column Header

Output File Type
| Tab Delimted Text (TXT]

[rata Grouping

| Employee, Day, Pay-Level

Date Range Type

“wWeek Fange

[]Export Calumn Header

If you choose .CSV or .TXT type, you will see an option for Export Column Header. If you check this option, then each
column in the export will have a column header at the top of the file. If it remains unchecked, then every single row will
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be exported. If you choose a type other than .CSV or .TXT, you will still see the checkbox, but it will be disabled and you
won't be able to use it. Click Next when done.

Choose Export Fields

After the Column Header option, it's time to get in to another key step in creating your export template, choosing export
fields. After the previous step, you will see the following appear to the right in the form:

Export Data Espon Dot Detaln

dd

|

It's not much to look at right now, but when you finish, it will have very pertinent information in it. Let's take a look at
adding a field. To add an export field, click on the Add... button. It should bring up a form that looks like this:

© Choose Fxport Data 3
Catequry

T

Time Fiekd
Fikd Fidd Dererpion
A |FIRST NAME =

Last Mame T revlegyorts best e

Full Name [Fazt Midde Laat]
Papors Mren [Lact, Fst Mockhe]

srminsted = =

| Seiect | Careel |

The field categories are listed at the top. The fields themselves are on the left and a description of each field appears to
the right as you select a field.

The Employee Fields category has employee related personal information. Any of these fields can be added to the export
template.

) Chaase Fxpart Bata ®
Categosy
e —

Firdl Fekd Dieseriotion

IETTEET I ~ | T07AL TIME WORKED

The bt grvaard of bims wahise Ly e
ekt ot the syueclind peid

Fevonder Dole:

Fayled
Pagy Livel Tisa Wizekad
PayLevel Pay Bote

[=]

The Time Fields category has the key fields for the export. Here you can choose which time related fields you want to
include in the export template. You will notice that some fields are disabled. Each data grouping uses different types of
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Time Fields. If you see a Time Field that you want to use, but it is disabled, you may have to change the Data Grouping
to get access to that field.

Whether it is an Employee or Time Field, simply select the field from the left and click Select on the bottom.

After you've chosen several fields, you might get a screen that looks like this:

Export Data Export D ata Details

] Full Mame [First Middle: Last] | [Pay LEVEL TIME WORKED =
|| Date of Hire
[ Social Secuity Number The amount of time worked by the
] Pay Level Time worked employee for the specified period ot
3 Foy Lo For Pt the associated Pay Level See "Pay
sl e Level" and “Pay Level Pap Rate' for
more details.

The order that you see them in here is how they will appear in the export file. However, if you want to change the order
that you see here, you can use the ‘mover’ bars to the left of the field name. Just left click and hold down the button over
the small box to the left. Then just drag the field to the position you want. That's it! You can do this with every field.

Once you've selected all the fields you need, click the Next button on the bottom.

Save Template

You will see this appear in the lower right portion of the screen.

Now you can Save the template. If you are creating a new template, then the Save As button will be enabled as you see
here. If you are editing a template, the Save button will be enabled as well. Once you save the template, click the Finish
button to return to the main Export form. The template you were just working on should be selected.

Built-In Templates

TimeKron comes with a few built-in export templates for some of the more popular payroll programs. Following are some
specific instructions for the built-in templates.

Peachtree Accounting Plus

Prior to performing the export in TimeKron, you need to make sure that the data in both Peachtree and TimeKron will
properly correspond. You need to check the following things:

1.
2.
3.
4.

Each employee in TimeKron must be created in Peachtree.
Each employee ID number in TimeKron must match the one in Peachtree.
Each TimeKron department name must be created in Peachtree.

You must know the ID numbers for the regular time, overtime and Activity ID numbers

(all of which can be found in Peachtree during the initial setup of the program.)
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Once you have confirmed that the data corresponds, you are ready to start the export. Perform the export as described in
Exporting Basics above. During the export process for Peachtree, you will be prompted for a Regular Hours Activity ID
and an Overtime Hours Activity ID. These values should be found in Peachtree.

After you've completed the export, you will then need to import that file into Peachtree. These instructions should help
you out:

1. From the File menu, click Select Import/Export
2. On the left side of the screen, select the Time/Expense option. On the right side of the
screen, select the Time Ticket Register option.
3. Next, select the Import button from the top of the selection screen.
4. On the layout tab, uncheck the following fields on the import screen:
(a) Invoice Number Used
(b) Start Time
(c) End Time
(d) Break Time
(e) Memo
(f) Unit Duration
5. Click on the Options tab
6. In the Import/Export File section, click on the arrow button. You can now choose the file you
just created in TimeKron.
7. Click OK and the import process will begin.

8. Once the import is complete, Peachtree will take you back to the Import/Export File screen.

Quickbooks Pro

Prior to performing the export in TimeKron, You need to make sure that the data in both QuickBooks and TimeKron will
properly correspond. You need to check the following things:

1. The employee’s whole name in TimeKron must match the name as entered into QuickBooks.

2. You must have Salary, Overtime and any other payment activity types created in the Payroll section in
QuickBooks.

3. The item Customer:Job refers to the department name.

Another thing you will need to do before you can use the TimeKron export is to find Quickbooks' Company Create Time.
To find the Company Create Time, follow these instructions:

1. In QuickBooks Pro, make sure your company file is open.

2. Click on File.

3. Click on Timer, Export Lists for Timer.

4. You will then be asked to supply the name of the file you are about to export. Make sure you
will be able to find it easily.

5. After typing in the name, click OK.
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6. You should then see a prompt that says ‘Your data has been exported successfully'.

7. To find the Company Create Time, from your Windows desktop, Click on Start, Programs,
Accessories and select Notepad.

8. In Notepad, click on File, then Open.

9.  Find the file you just exported from QuickBooks.

10. When the file is open, search for the line that starts with TIMERHDR (could be the 2nd or 3rd
line down.)

11. Write down the 9-digit number that is at the end of that line. This is your Company Create Time.

Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above. During the export process for Quickbooks, you will be prompted for the Company
Create Time and Company Name. Once you've entered them in, TimeKron will remember these values for you.

After you've completed the export, you will then need to import that file into QuickBooks. These instructions should help
you out:

1. In QuickBooks, make sure your company file is open.
Click on File.
Click on Timer, Import Activities from Timer.

2
3
4. You will then be prompted to enter in the name of the file you just exported form TimeKron.
5. Click OK to start the Import.

6

After importing, you can either choose View Report to see what was just imported or Close to close the
prompt.

ADP

Prior to performing the export in TimeKron, you need to make sure that the data in both ADP and TimeKron will properly
correspond. You need to check the following things:

1. Each employee in TimeKron must be created in ADP.
2. Each employee ID number in TimeKron must match the one in ADP.
3. Each TimeKron department name must be created in ADP.

Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above. During the export process for ADP, you will be prompted for the Company Code.
ADP should have provided this code. Once you've entered it in, TimeKron will remember it for you.

When naming your ADP export file, ADP has a specific naming convention that they use. It is PRcccEPI.csv, where ccc is
the company code you entered in earlier.

If it isn't there already, move the export file to the C:\adp\pcpw\adpdata subdirectory (where c is the drive where ADP is
installed). Import the data into ADP by checking PC/Payrolls online help, paydata entries, importing for more information.

Checkmark Payroll

Prior to performing the export in TimeKron, you need to make sure that the data in both CheckMark and TimeKron
properly correspond. You need to check the following:

-The first and last name in TimeKron must match the first and last name that is in CheckMark.
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Once you have confirmed that all the data corresponds, you are ready to begin the export. Perform the export as
described in Exporting Basics above.

To import the file into Checkmark:
1. In CheckMark, choose Enter Hours from the payroll menu.
2. Click the Import Hours button.
3. Select the text file you just created in TimeKron and click OK.
4

If you attempt to import the hours of an employee that do not exist in CheckMark, you will be notified and
prompted to continue the import or cancel it.

5.  After the hours have been imported, click Save.



Chapter 18 - Trouble Shooting 139

Chapter 18 — Trouble Shooting

Help Menu

User Manual

License Agreement
Upgrade License
web Update

Software Techriques on the WEE
Tech Suppart Opkions
Cpline Support

About Timekron

License Agreement

The License Agreement can be seen at the beginning of this User's Manual.

Upgrade License

This utility allows you to upgrade your number of user licenses for TimeKron. This screen will have your current activation
code and your current number of licenses. You can call Software Techniques or your TimeKron reseller and purchase the
additional codes, and you will be given a new activation code to upgrade to the newly purchased number of user licenses.

Su pgrade

Plzasz enter in the Activation Code
provided with the software.

Timekron Activation Code

5 e |

Application Mame  License

= Timekram ** 25 ~
SoftTime 25

~

Al of the Licenses are the same.

Once you enter the new activation code and press the OK button, TimeKron will exit. The next time you enter the
program, the new number of user licenses will be activated.

Web Update and Automatic Upgrades

This feature allows you to automatically check www.softwaretech.com for recent upgrades and patches. If you would like
to set the interval for performing these checks, you can run the Web Update option from the Help menu.
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& web Update
Last Check: 124942005
Check once every \ 1 % | days.

l Check Mow l oK l

If a new version is available via the web an Icon will appear in the bottom left corner of the main screen:

I & Add “}CHemDve
@

To download the web update, click on the web update icon «© . This will do two things. First it will download the update
files to the auto-upgrade directory (hopefully) on your network. You will need to have read/write and file creation access
to this directory to successfully download updates. Once the files are downloaded they will automatically be installed on
your workstation. You will then probably need to restart TimeKron. Most upgrades will not require you to reboot.
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Each time you attempt to login to TimeKron, the software will automatically check the auto-upgrade directory to see if
your workstation is running the most recently downloaded version of the software. If you need to upgrade your
workstation you will see a screen that will require you to update.

Update Notification

! E TISQL Server requires updates, Press [OF] to continue the update process,
.

I Ok H Cancel l

As you upgrade your old TimeKron executable will be backed up and a progress bar will be displayed. After completing
the upgrade you will have to restart TimeKron.

Auto Upgrade )

|

[£3

Backup of C:YPROGRAM FILES\SOFTYWARETECH\TSOLATimeKronSglEXE ...

Complete

Sometimes an upgrade will require that the SQL Database is also upgraded. TimeKron constantly checks the SQL
database to make sure it is compatible with the software. If the database and the application become out of sync, you
should have your DBA run TimeKron in DB Administration mode.

Software Techniques on the WEB

This option launches your default Web browser to Software Techniques, Inc. main Internet site. The web URL is
http://www.softwaretech.com.

-~ Software Techniques Inc.

methods of achieving excelience

STI Website
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Technical Support Options

This screen shows information about how to get help with your TimeKron product.

About TimeKron

SQL Server

Phiohe Support:
E-mail Support;

Online Support:

TimeKron T/SQL Server Tech Support Options

TimeKron * ‘ oK,

500 PM EST Monday through Friday.

Server.

to common problems.

Call [540] 721-1002 to speak with a customer
zemvice reprezentative. Hours are 900 AM -

E-mail us at Support®S oftwaretech, com if you
have any questions about Timekron T/SGL

Visit aur support page on the web for answers

The About TimeKron screen gives information about your installed version of TimeKron. It is useful if you ever need to
make a support call to give your version, serial number, etc.

E’ imeKron T/SQL Server

Copyright 2006
Software Technigues Inc.
Wi0.22.40
Brought to you by
Software Technigues Inc.
13105 Booker T. “Washington Hw.
Hardy, %4 24101

Phone: 540-721-1000
For more informatior

Netvwork 10 STI-390DGKHIW AL # Matt

Processor Type:  Pentium

Display Type: Caolar/Calor

Ciive & Path C:APROGRAM FILESASOFTWARETECHATSOI
Printer Status: READY

Met Directony: T:ATesthSglum’,

Activation Code:  TKX-MHE-Z19JKQ-ASS

‘Warning: This computer program is protected by copyright law and
international treaties. Unauthorized reproduction or distribution of this
program, of any portion of i, may result in severe civil and criminal
penatties, and will be prosecuted to the maximum extert possible
uncler the law
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DB Administration Mode

Database Admin mode is demonstrated in Chapter 2 — Installation and Setup. If you are using the SQL version, find the
section entitled Database Connection and Setup — SQL version on how to use DB Admin mode. If you are using the
Diamond version, find the section entitled Database Connection and Setup — Diamond version.
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Technical Support

If the information you need to solve a problem is not in the manual, please do the following:

1.  Review the list of Common Problems and Solutions that follow, to see if your problem is there

2. You can also receive on-line support via our Technical Support Web Page on the Internet at

http://www.softwaretech.com. Product support is free for the first 15 days that you own TimeKron.

Beyond that time, support and E-malil calls are billable.

3. Refer to the Microsoft Windows® User Manual for help with problems caused by the operating environment

or the Windows® Graphic User Interface.

If steps 1-3 were not able to help, you may call Software Techniques Inc. at (540) 721-1002 for technical support. Our
staff is on duty Monday through Friday, from 9:00 AM - 12:00 PM and 1:00 PM - 5:00 PM, Eastern Time. You may also
FAX your questions to us at (540) 721-1010. Before you call, though, complete the following steps:

1.

Be sure you are eligible. Product support is free for the first 15 days that you own
TimeKron. Beyond that time, support and E-mail calls are billable.

Have the TimeKron serial and version numbers handy. You can find them on the installation
CDs, and copy them here:

Activation Code Version #
Note the amount of available disk space on your drive, and the amount
of RAM on your computer . Also, note the available disk space within

your common directory

Verify your ODBC connection is working properly. Write down the name of the SQL Database
you are connecting to. [ 1 (It should appear on the main screen in
[brackets]).

A problem may be database related so have your SQL DBA near by in case he/she needs to
be consulted. Also make sure you have full read/write/create privileges to your common
directory.

If an error has occurred, write down the first error message exactly as it appears on your
screen. Write down the steps you took just before the error message appeared.

Be prepared to provide our Technical Support staff with any information they need.
TimeKron generates a log file that may help us diagnose complex problem. We may ask you
to send this file to us for analysis.
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Common

73

\

/1N

Problems and Solutions

My Password doesn’t work.

The first time you log in, the system defaults to a User Name of “Admin”. No

Password is required. Just press Enter and you will be logged in to the software. At

this point, you can set up individual User Names and Passwords by clicking on the

Employee Information tab.

Remember, the password field is case sensitive. Check your caps lock key.
You can also adjust your workstation options for each individual
workstation.

Error Message - Cannot locate FoxPro Support Library.

The computer does not have the FoxPro DLL files installed. These can be
obtained by reinstalling the software. Make sure the data files are backed
up before reinstalling.

/1N

Computer freezes when trying to load TimeKron.

You workstation probably does not meet the minimum requirements. Make
sure that no other programs are running in the background. If the problem
still occurs, change the display on the video driver to a standard Super VGA
display.

S

/

1 receive the following error message:
“Unable to login to TimeKron. Common directory does not exist.”

You are unable to connect to the common directory. If it is on a network,
make sure you are properly connected and logged in to that network.
Check your network cable. If the problem continues contact your network
administrator.

1 receive the following error message:
“Unable to login to TimeKron. Invalid ODBC Connection.”

You are unable to connect to the SQL Database. This may be because your
SQL Server is down or because your SQL account does not let you connect
to the database. If the problem continues contact your SQL DBA.

1 receive the following error message when trying to login:
“SQL Command w/ error [UPDATE ...]".

The SQL DBA has restricted your use of the database (permissions) such
that you cannot properly access the database in the required fashion. It
has been altered into an unusable format. Have your SQL DBA run
TimeKron in DB Admin mode and use the configuration tools to repair the
problems.
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73

\

Printer display reads: Memory Overload.

Turn the printer Off and On. Go to your desktop, click Start-Settings->
Control Panel->Printers. Reduce the print resolution to the next lowest
level. Set up the report for printing again.

Also, 2MB of printer memory is recommended.

/1N

Error Message - Unable to Write to file named

TimeKron cannot write to your hard drive or to the common directory. The
most common problem is insufficient disk space. Free up some disk space.
This can also occur if your network administrator has restricted your access
to the common network directory

/1N

Error Message during installation - Unable to Read

This may be a bad CD or a bad CD Drive. First remove the CD and reboot
your computer. Reinsert the CD after you have logged back into Windows®
If the problem continues call Technical Support and report the exact error
message that appears. The technical support staff can issue you a new CD.

/1N

Error Message - Unable to Update Cursor.

The user logged on to the network does not have read/write access to the
common data directory. This is most likely a network rights issue.

N

/

Installation or Update Error Message - Can’t change properties of file
named

User requires write access to the Windows directory so that TimeKron can
automatically update the .DLL files

Sometimes the menu options are disabled and I cannot click them.

You probably have too many screens open. Close some screens down.

NS

/

After importing, TimeKron asked me if | wanted to exit and 1 said no,
TimeKron exited anyway. Why?

After importing, it is always best to exit and restart TimeKron. This is to
ensure that the import was successful.

S

/

1 receive the following error message:
“Unable to login to TimeKron. Base data is incomplete”.

The SQL database has been altered into an unusable format. Most likely a
critical table has been deleted. Have your SQL DBA run TimeKron in DB
Admin mode and use the configuration tools to repair the problems. If data
has been lost have your SQL DBA restore a SQL backup.
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73
\

1 receive the following error message:
“SQL Command w/ error [SELECT ...]".

The SQL database has been altered into an unusable format. Have your
SQL DBA run TimeKron in DB Admin mode and use the configuration tools
to repair the problems.

73
\

Some words in TimeKron may be cropped.

The font size on the video card is set to large fonts. Change the font size to
small fonts
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Appendix A = Sample ASP Sceript

This appendix includes a Sample ASP script which uses the TimeKron Open Architecture Punching to punch users in and
out though a web interface.

Implementing

To implement the sample script, copy the following 3 files to your web server.
pathinfo.inc

processpunch.asp

default.asp

The web server will also need to have ODBC access to the SQL Server hosting the TimeKron data.

pathinfo.inc

This file includes the ODBC connection string used to communicate with the database. You will need to modify this file
according to your own ODBC connection settings.
<%
Dim SQLConnectString
SQLConnectString = _
"DRIVER=SQL Server;" & _
"SERVER=MySqglServerName;" & _
“"UID=sa;" & _
“"PWD=;" & _
""DATABASE=TimeKronSQL ;"
%>

processpu nch. asp

This script handles most of the work involved in processing the external punches.
<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN">
<I--#Include file = "pathinfo.inc"--><HTML><HEAD>

<META http-equiv=Content-Type content="text/html; charset=unicode">
<META content="MSHTML 6.00.2900.2668" name=GENERATOR></HEAD>
<BODY>

<FORM Action="processpunch.asp" METHOD="POST" id=form1 name=form1>
<%

' Get the BadgelD

Dim BadgelD

BadgelD = Request.Form("BadgelD")

%>



TimeKron User Manual 150

SQLConnectString:<br>
<%=SQLConnectString%><br>

<br>

BadgelD: <%=BadgelD%><br>

<br>

<%

If Request.Form("PunchIn®) <> "" Then
Punchin BadgelD

Elself Request.Form(""PunchOut™) <> "" Then
PunchOut BadgelD

Elself Request.Form(""PunchWork™) <> "" Then
PunchWork BadgelD

End If

%>

<br>

BadgelD: <INPUT type="text" id=BadgelD name=BadgelD value="<%=BadgelD%>"><br>
<br>

<INPUT type="submit" value="Punch In" id=Punchln name=Punchin>

<INPUT type="submit" value="Punch Out" id=PunchOut name=PunchOut>

<INPUT type="submit" value="Punch Work" id=PunchWork name=PunchWork>

</BODY>

</HTML>
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<%

Function Punchin (BadgelD)
Dim PunchCode
PunchCode = "I"
Response.Write("Processing..." & "<br=>")
InsertPunchRecord BadgelD, PunchCode
Response.Write(BadgelD & " is now punched IN." & "<br>")

End Function

Function PunchOut (BadgelD)
Dim PunchCode
PunchCode = "O"
Response.Write("Processing..." & "<br=>")
InsertPunchRecord BadgelD, PunchCode
Response.Write(BadgelD & " is now punched OUT." & "<br>")

End Function

Function PunchWork (BadgelD)
Dim PunchCode
PunchCode = "W*"
Response.Write("Processing..." & "<br=>")
InsertPunchRecord BadgelD, PunchCode

Response.Write(BadgelD & " is now punched WORK - (Out of Office)." & "<br>")
End Function

Function InsertPunchRecord (BadgelD, PunchCode)
' Connect to DB

Dim objConn, strQ, strConn

Set objConn = Server.CreateObject("ADODB.Connection")
strConn = SQLConnectString

objConn.Open strConn
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" Insert Record
StrQ = _
"INSERT INTO External_Punch (" & _
"BadgelD, " & _
"PunchTime, " & _
"InOut, " & _
"PCode, " & _
"JCode, " & _
"PunchLoc, " & _
"UTCOffset " & _
") VALUES (" & _

SqlPrepChar(BadgelD, 25) & ", " & _

"GETDATE(), " & _

SqlPrepChar(PunchCode, 1) & ", " & _
SqlPrepChar("PCODE", 20) & ", " & _
SqglPrepChar("JCODE", 20) & ", " & _
SqlPrepChar("asp: TestScript”, 30) & ", " & _

"NULL" & _
ll) "

objConn.Execute strQ

' Disconnect from DB
objConn.Close

Set objConn = Nothing

End Function

Function SqlPrepChar (cValue, nLength)
If nLength > 0 Then
' Trim Result
cValue = Mid(cValue, 1, nLength)
End If
SqlPrepChar = """ & Trim(Replace(cValue, "™, ")) & "™

End Function
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%>

default.asp

This script provides a generic interface for entering in punch data. You can rename this script to something other than
“default.asp” if you choose.

<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN">
<!--#Include file = "pathinfo.inc"--><HTML><HEAD>

<META http-equiv=Content-Type content="text/html; charset=unicode">
<META content="MSHTML 6.00.2900.2668" name=GENERATOR></HEAD>
<BODY>

<FORM Action="processpunch.asp" METHOD="POST">
SQLConnectString:<br>

<%=SQLConnectString%><br>

<br>

BadgelD: <INPUT type="text" id=BadgelD name=BadgelD><br>

<br>

<INPUT type="submit" value="Punch In" id=Punchln name=Punchin>
<INPUT type="submit" value="Punch Out" id=PunchOut name=PunchOut>
<INPUT type="submit" value="Punch Work" id=PunchWork name=PunchWork>
</BODY>

</HTML>

Testing the Script

The External Punch System first must be enabled through the Super Administrator options. See Chapter 3 — Getting
Started. Once you have copied the 3 scripts to your web page and configured them for your ODBC connection you can
test the script. Browse to default.asp (or whatever you have changed the filename to). Enter in the Badge ID of a
TimeKron employee as seen on the Employee Information page. Click on “Punch In”. If everything is configured
correctly, the employee should now be punched in. Open TimeKron and view the In/Out board to verify this.
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Customizing the Script
The key statement of the script is...

" Insert Record

StrQ = _

"INSERT INTO External_Punch (" & _
"BadgelD, " & _

"PunchTime, " & _

"InOut, " & _

"PCode, " & _

"JCode, " & _

"PunchLoc, " & _

"UTCOffset " & _

") VALUES (" & _
SqlPrepChar(BadgelD, 25) & ", " & _
"GETDATE(), " & _
SqlPrepChar(PunchCode, 1) & ", " & _
SqlPrepChar("PCODE", 20) & ", " & _
SqlPrepChar(*JCODE", 20) & ", " & _
SqlPrepChar("asp:TestScript”, 30) & ", " & _
"NULL" & _

ny

objConn.Execute strQ

Here are the Field Definitions for the SQL INSERT Statement
BadgelD

the BadgelD assigned to the Employee

Required

Character(25)

Example — ‘00005’

PunchTime

the timestamp of the Punch

Required
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DateTime

Example — ‘2005-11-18 10:51:34’

InOut

the type of Punch

Required

Character(1)

Example —‘I' = In, ‘O’ = Out, ‘W’ = Working out of office
PCode

the Project code associated with the punch

Not Required

Character(20)
Example — ‘M56'
JCode

the Job code associated with the punch
Not Required

Character(20)

Example — ‘SUPP’

PunchLoc

a string that uniquely defines the device that the punch came from

Not Required but Highly recommended
Character(30)

Example — ‘ACT_FP:Front Desk’
UTCOffset

the time zone differential between the time clock and GMT in seconds

Not Required (useful for companies running over a WAN spanning multiple time zones)

Integer

Example — NULL for unknown, -14400 for Eastern Standard Time, -18000 for Eastern Daylight Savings Time

You can also extract some basic information from the Database with the statement:

SELECT * FROM View_InOut

The Dataset will include Employee Name, BadgelD, Department, Current In/Out Status, Employee Email, and some other

1:1 employee information. Note the update of In/Out status in the View_InOut table is not immediate. It will not be
updated until TimeKron has successfully processed the external punch.



TimeKron User Manual

activation COdE.......eovvveveeiirercceeceec e, 24,139
Activation Code........ 17,18, 19, 21, 22, 23, 24, 144
Adjustment

DEletioN ..ccveiiieee e 32
Administration................... 23, 26, 90, 145, 146, 147

Administrator 15, 17, 19, 21, 23, 25, 26, 27, 28, 30,
33, 34, 37, 41, 56, 89, 95

PV o] o] 01771 54, 56, 61, 79, 82, 83
ApPpProved ........ccccveveeeeecienenn, 61, 79, 81, 98, 131
ASP SCIIPL ..o 149
AtENdaANCE .....oceeceeeecee e 9
ALENAANCE. ..ot 9
AuthentiCation..........cccoevveeeveeeeiee e, 34,90
AULO RUN ..t 11
AULO-AELECT ... 33
AULO-PUNCR .o 75
AULO-SEar......ooeeveieeeeee e 76,77
(27 To [0 - 91, 92, 93, 153
BasiC Operation...........coceveeereeeereeniene e 9
CaAITY OVEN ..t 30

Effective Year...........ccccc o, 30

OPLIONS .. 30

TP e 30
Category

[T (o] SR 25
CD-ROM.....oooiiisest et neens 11,12
(O =T ot g 2 T ) 33
Common Directory........ccceevveenene 13, 16, 17, 20, 21
Company

LOQO v 95

NaME....ooii 95
CUtOff TIME oo 115
Data DireCtOry ........ccoovererieeieeniesesie e 146
Data Grouping ......ccceeeeeereeeereeseereenens 131, 132, 134

Database ....11, 15, 17, 18, 19, 22, 23, 26, 27, 141,
144, 145, 155
Date
FisCal.....couiiiieee e 30
Dates
Range 59, 65, 80, 81, 103, 111, 115, 123, 126,
130, 131, 132

D7 P 27,131, 132
DB Admin.....15, 16, 19, 20, 22, 141, 145, 146, 147
Deletion Warning.........cccevevevesesiesesesseesieseeseeens 40
Department.........cccoeevevvennnnen, 26, 37,41, 45, 69, 97

Details ......ccuuveiiiiiieeieee e 101

156

Y=Y (1] (o] T 97
Departments.........ccoeveeneenenieniee e 37,41, 97
Destination Folder ..........ccoovvivieivii i 13
DeViCe MANAJGET .......ccceveeereeeeiesieeee e 91
Directory.......c.cce.... 13, 17, 140, 141, 144, 145, 146

Common...... 13, 16, 17, 20, 21, 144, 145, 146
Duplicate ReCOrds........cccvevvvvvrereeeereereseeseeens 128
=0 [ (o ] 25,35
0 = 25
e 4 T | 25
E-mail

Configuration ........ccccceeeei i, 25
[ 1= 1| R 26
E-mail

Configuration ..........ccccvvveeeiniiiee e, 26
[ 1= | TR 26
E-mail....eeeeeee e 33
[ 1= | TR 33
o 0 4 T | 33
o 0 4 T | 34
o 0 4 T | 34
o 0 0T | 34
o 0 0 T= | T 34
[ 1= R 40
ErMail ..ot e 40
E-mail

Configuration ........ccccceveveeiiiici e 84
e 4 T | 96
L 1T 1| 96
o 4 1= | 97
[ 1= R 144
o 4 = | 144
Email Notification...........cceeveeeieeeeee e 84
(<1001 0](0) /=T 97

Employee..9, 25, 26, 27, 39, 40, 41, 42, 45, 47, 48,
55, 69, 71, 75, 77, 82, 84, 87, 90, 93, 97, 112,
113, 131, 132, 133, 134, 145, 153, 154, 155

DetailS ...cooeoiiiiiiiie e 112

EXempt......ccooviciii 43,71, 77

Profile....ooe 113

REPOIMS ..o 26
Employee Information. 39, 75, 77, 84, 93, 145, 153
Employees

Terminated.......ccccovvveeeeiiiieee e, 40, 97
Ethernet ..o 91
EXCESSIVE HOUS ..o 114



Appendix A - Sample ASP Script 157
Exit Application ........cccceevvvveeecererereeen, 32, 86, 87 Open ArchiteCture .......cccceevvvvveeeceeeseese s 149
Exporting Data.............. 26, 130, 131, 132, 133, 134 Operating SYStEM......ccccocvvevievecere e 9
FEALUIE ...t 26 (@)Y= 1110 LT 42,71, 83, 105
o= L DT | (- 30 Password .........ccccoovvveveeennn. 32,34,41, 74,75, 145
0 (o] (o OO 145 L 1Y (]| S 106
L I 57, 63, 67 = 1 10] (01O 41
Generic Data File........cccocvvvvvvnencecesesese e, 127 PICIUIES ..ot e 41
(€1 ¢To IR 53, 54, 59, 60, 61, 65, 66, 69, 70 Policies.....cccccovvevvrinne. 9,42, 48,55,71, 77, 82, 87
Grid ICONS....oeeceieceecetee e 54, 60, 66 POlICY ..o 42,43, 71, 77, 107
HArd DIiVE ... 11 Policy OVErrides .........coceeovvenenieeeeerese e 42,77
Hardware..........cccoceveeeieceeeesese e 91 PrEVIEW. ... .o vttt 96
Hardware Requirements PINE . 96
CPU .. 11 PHNLET .o 31, 146
Hard Drive Space........ccccoveveiinieee e 11 PriNtiNg ...ocveeeeieeeereeee e 31, 146
Operating SysStem .........cccceevvieeeiniieeennnn 911 PrOCESSON ..ot 11
RAM Lot 11, 144 Hardware Requirements
SPEEA ...t 11 CPU 11
HEID oo 139 Project 42, 43, 45, 53, 76, 77, 83, 91, 98, 110, 121,
HH 122,123, 124, 155
MM L 56, 62, 70 AdAING..coiiiee e 43
Hir@ Date ......ocveeieeeceecee e 39, 40 (000 o [T 91
L (0] 0 = TR 26 Project/Job Selector..........ccccvveveeeiiicciinnen, 98
[l 1) (o] PP RO 25, 35 Project/Job Reports..120, 121, 122, 123, 124, 125,
HTML..oooiieiceeceeeceeee e 149, 150, 153 126
IMporting .....ccocvvveeveeeeiennns 18, 22, 23, 26, 127, 129 Projects
In/Out45, 46, 47, 48, 50, 51, 60, 61, 62, 70, 74, 76, JODBS i, 42,48,74,76,77, 84
85, 86, 90, 91, 92, 102, 103, 153, 155 Punch ClocK.......cccoveiieneiieree e 132
In/Out Board.......c..ccooveevveveeenee. 45, 50, 86, 90, 102 Punch Maintenance ........cccceceeeveeecieeccveecnnenn. 69, 92
Install Shield..........cccccovveveiiercicee e 14 Punch Record......54, 57, 59, 60, 63, 67, 69, 70, 76
Installation ..........cccoceeeeeeeceeceeee e 9,11, 146 Punch Station .........cccccevevivvivveneneceeenn, 85, 89, 90
Installation and Setup........cccccevvevveerrrieererienene, 911 Punching In.. 42, 46, 47, 48, 50, 51, 59, 60, 61, 65,
Installing TIMeKron. ... 11 74,75, 76, 77, 85, 150, 153
INEEGIation .....ccvcveveeeiereiceec et 91 Punching Out.........c.cccvvecinenee 51, 61, 77, 150, 153
Job....42, 43, 45, 53, 76, 77, 83, 91, 120, 125, 126, QUICK PUNCH ..ot 74,85
155 RAM. ..ottt 11, 144
JODS o 48 Read ONly ....coooeeieiee e 28
license agreement.........ccccevevevesievesieseeneenns 16, 20 Refresh Rate......cooocveeeeeiiciecee e 46, 90
Logging on............ 16, 19, 20, 23, 74, 75, 76, 77, 87 Removing
Low Resolution Printer........cccovveeeeeecieecivenns 31, 95 department..........coccveeiieieei i 37
MUl SEIVET ....cceveieeeiteeiteecte ettt 34 Report
MaiNtENANCE .....cccvevieeecree e 69, 92, 94 Bl e 95
IMIXEA ...t 79 Reports.....c.ccoeevvereenenn 9, 26, 31, 95, 100, 112, 120
1Y 0o =T o ISR 91 Reports Department....... 65, 70, 86, 100, 101, 103,
Non- Exempt Employee...........ccocoveenee 43,71, 77 104, 105, 106, 107, 108, 109, 110, 111, 116,
Note Deletion .........ccceveevieeieeceeeeeceece e 32 117
NOtE Grid....ccviceeeeeeeeeee e 70 Reports Employee....53, 54, 56, 57, 59, 60, 63, 66,
[N {0] 1= R 65, 70, 86, 104 67, 70, 76, 79, 80, 81, 83, 84, 109, 110, 112,
Not-Submitted........ccoveeerirerereeeee e 79, 84 113, 114, 115, 116, 117, 118, 119
ODBC.......cccee..... 16, 17, 21, 91, 144, 145, 149, 153 ReqUIremMents ........ccceceeeeevenenese e 11, 27
OEM .. 91 Rounding RUIES ........cccooviieireeeeeee e 48



TimeKron User Manual

158

Security .............. 15, 26, 34, 39, 41, 46, 71, 84, 108
ACCESS.....iiiiiiieeeee e 28,41,75,77
REPOIT ... 108

Serial PO .....oooeiiieeeree s 91

Server........... 47,51, 56, 62, 76, 145, 146, 149, 151

SoftTIME......9, 12, 16, 20, 139, 142, 144, 145, 146,
147

Software Techniques Inc............ccc.c..... 11,141, 144

spreadsheet.........ccovveinininccciee 53, 59, 65, 70

StaNd BY ..o 76, 87

SubmISSION .....ccveeeieeiieeeee e, 54,56, 61, 79, 98

Submitted........ccccveerenenn. 61, 79, 81, 82, 83, 98, 131

Super Administrator . 25, 26, 28, 30, 33, 37,41, 71,
75, 87, 89, 91, 95, 127, 153

Support

Technical.......ccoeoiiiiiiie e 142
System Requirements .........ccccceeveeveeveecesceesee e 11
SYSEM TTAY .ot 77
Templates ... 130, 131
Time

Worked........ooovvvveeieiiieiiee 47,65, 73, 91
TIME 10CAL....ecvieiecee et 51
Time Sheet Status.........cccoveievineieierceeee e 119
Time Sheet SuUMMary........ccccooeeeieierene s 83
TimeKron ................. 54, 56, 60, 127, 129, 131, 142
Timesheet.....53, 54, 56, 57, 59, 60, 63, 66, 67, 70,

76, 79, 80, 81, 83, 84, 118, 119

Timesheets

Submitting....... 56, 79, 80, 81, 82, 83, 150, 153
THE LOCK. ..evieieeiii ettt e 95
TOOI TIPS oot e 32
TOOIDAN ... e 96
TOOIS....oee e, 30, 31, 33, 35, 37,41, 92
Trouble Shooting........ccccceeevvreriennns 9,91, 127, 139
TYPE o 30, 75, 131, 132, 149, 153
UN-Submitting.......cccoeeeeeverenese e 82
L8] oTo | - To [ TS 139
User Defined ICONS .......ccoeeeeeevveceeeceeecceeeee, 25, 37
V(3 A 45, 155
WAIMING ...t 94
WED ... 92, 139, 141, 144
Web Update.........cooeeeeeniineneieeeeeeee 26, 139
WEEK SEIECION ...t 99
Windows

Operating System9, 11, 15, 19, 23, 27, 74, 75,
76, 144, 146

WIZArd ... 127
Workstation Options..........ccccceeveeveeiesieesnene 25,31
Deletion Warning ........cccccccevvvevevevenenennn, 32,40
Deletion Warning ........c.cccoecuveeeiiiieeesiiineeeenns 32
Deletion Warning ........ccccceecuveeeeiiieeesiiineeenne 40
EXit Warning ......ccoceevieeeiiiiieeniieee s 32
TOOI TIPS eveeeeiitiiee e 32



PROGRAM LICENSE AGREEMENT

Copyright/License/Warranty

TimeKron Diamond Edition ® Copyright © 2016 by Software Techniques Inc.
TimeKron T/SQL Server Edition ® Copyright © 2016 by Software Techniques Inc.
All rights reserved.

One registered copy of TimeKron Diamond Edition or TimeKron T/SQL Server Edition
may be used simultaneously by multiple people not to exceed the number of
authorized users specified by the product purchased. Whereby the number of
authorized users concurrently operating the program is subject to purchase license.

You may access the registered version of TimeKron Diamond Edition or TimeKron
T/SQL Server through a network, provided that you do not exceed the total number of
users set forth by the product.

Governing Law

The laws of the Commonwealth of Virginia shall govern this agreement.

Disclaimer of Warranty

THIS SOFTWARE AND THE ACCOMPANYING FILES ARE SOLD "AS IS" AND
WITHOUT WARRANTIES AS TO PERFORMANCE OF MERCHANTABILITY OR
ANY OTHER WARRANTIES WHETHER EXPRESSED OR IMPLIED. In particular,
there is no warranty for any data entered into TimeKron Diamond Edition or TimeKron
T/SQL Server Edition. Because of the various hardware and software environments
into which TimeKron Diamond Edition or TimeKron T/SQL Server Edition may be put,
NO WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE CAN BE OFFERED.

ANY LIABILITY OF THE SELLER WILL BE LIMITED EXCLUSIVELY TO PRODUCT
REPLACEMENT.



	Legal
	User Manual
	PROGRAM LICENSE AGREEMENT
	Copyright/License/Warranty
	Governing Law
	Disclaimer of Warranty


	Diamond Edition Install
	Body
	Chapter 1 – Introduction
	This Manual Covers
	Installation and Setup
	Background Information
	Basic Operation
	Reports
	Utilities
	Trouble Shooting
	A Windows( Program
	Conventions Used in this Manual
	Chapter 2 – Installation and Setup
	System Requirements
	Installation Procedure
	Database Connection and Setup – SQL Version
	Database Connection and Setup – Diamond Version
	License Activation
	Setting up additional workstations

	Chapter 3 – Getting Started
	System Roles
	Employee
	Administrator
	Super Administrator
	Database Administrator

	Getting Around
	Employee Selector
	Read Only Access and Record Locks
	Week Selector
	Show In/Out

	Super Administrator Options
	Options
	Task Naming
	SoftTime Suppression
	User-defined Punch Comments
	External Punches
	Company Info

	Workstation Options
	Low Resolution Reports
	Case Sensitive Password
	Tool Tips
	Exit Warning
	Deletion Warning
	Show Totals in HH:MM
	Suppress Auto-Start
	Adjust Punch Comments

	E-mail Configuration
	Enable E-mail Notification Check Box
	Auto-detect Settings Button
	Outgoing Mail Server
	Administrator E-mail
	Administrator Name
	E-Mail Protocol
	My Server Requires Authentication
	User Name
	Password/Confirm
	Test E-mail
	Default E-mail Subject

	Employee Policies
	Project List
	Job List
	Department Roster
	Chapter 4 – Employee Information
	Add Employee
	Remove Employee
	Employee Information
	Hire Date
	E-mail
	Department
	Photos
	Security Profile
	Default Project/Job
	Policy
	Policy Overrides
	Exempt Status

	Chapter 5 – In/Out Board
	Setup
	Employee Selection
	Name Option
	Display Options
	Refresh Rate
	Form sizing and form memory
	Punching In and Out

	Chapter 6 – Punching In and Out
	What is Punching In and Out?
	What is working out of office?
	Other ways of punching in and out
	Where to punch in/out from
	Punching In
	Rounding
	Projects/Jobs
	Comments
	Punch Work
	Punch Out
	Network Time vs. Local Time
	Chapter 7 – Time Sheets
	Time Sheet Grid
	What is Time Sheet Data?
	Time Sheet Navigation
	Grid Icons
	Grid Colors

	Totals
	Show SoftTime Data
	Show Time in HH:MM
	Submission/Approval Process
	Other Time Sheet Data
	Print
	FYI
	Chapter 8 – Punch Records
	Punch Record Grid
	What is a Punch Record?
	Punch Record Navigation
	Grid Icons
	Grid Colors

	View by week or day
	Show SoftTime Data
	Show Time in HH:MM
	Show In/Out Data
	Print
	FYI
	Chapter 9 – Notes
	Note Grid
	What is a Note Record?
	Note Record Navigation
	Grid Icons

	View by week or day
	Show SoftTime Data
	Print
	FYI
	Chapter 10 – Punch/Note Maintenance
	Punch Grid
	Punch Navigation
	Punch Grid Options

	Note Grid
	Note navigation
	Note Grid Options

	Chapter 11 – Employee Policies
	Basic Information
	Overtime
	Rounding Rules
	Punches
	Punch Options
	Logon Options
	Auto-punch options

	Other
	Project/Job options
	Note Options
	Time Sheet/Punch Options
	Auto-Start option

	Employee Policy Overrides
	Chapter 12 – Submission and Approval
	What is the Submission/Approval process?
	Time Sheet Status
	Not-Submitted
	Submitted
	Approved
	Mixed

	Submitting
	Un-Submitting
	Approving
	Un-Approving
	Who can Submit/Un-Submit?
	Who can Approve/Un-Approve?
	Time Sheet Approval Form
	Submitted Time Only
	Options
	Time Sheet Info
	Time Sheet Summary
	Time Sheet Details
	Email Notification

	Chapter 13 – Quick Start Menu
	Current User/Status
	Punching In/Out
	Make Note
	In/Out Board
	TimeKron
	Exit
	Stand By
	Remember Logon
	Chapter 14 – Punch Station
	Chapter 15 – External Punch System
	Open Architecture Punching
	How to use it
	Hardware
	Device Manager
	OEM Integration
	Web Based Punching

	External Punch Error Maintenance
	Remove and Remove (Batch)
	Change ID and Change ID (Batch)
	Reprocess List
	Warning Icon

	Chapter 16 – Reports
	Common Features
	Report Title
	Administrator Title Lock
	Low Resolution Printer
	Company Logo in Header
	Company Name in Title
	Print button
	Preview
	E-mail
	HTML

	Common Report Criteria
	Employee/Department Selector
	Department Selector
	Project/Job Selector
	Date Range
	Submission Types
	Time Format
	Sorting options
	Week Selector

	Department Reports
	Department Profile
	Department Details
	In/Out Board
	In/Out History
	Notes
	Overtime Check
	Payroll Summary
	Policy Report
	Security Report
	Department Summary by Job
	Department Summary by Project
	Punch Errors

	Employee Reports
	Employee Details
	Employee Profile
	Excessive Hours
	Lateness Check
	Employee Summary by Job
	Employee Summary by Project
	Time Sheet
	Time Sheet Status

	Project/Job Reports
	Job/Project Profile
	Project/Job Profile
	Project Recap
	Project Details
	Project Time Summary
	Job Details
	Job Summary

	Chapter 17 – Utilities
	Importing
	Generic Data File
	Importing from TimeKron

	Exporting
	Export Templates
	Exporting Basics
	Creating/Editing Custom Templates
	Output File Type
	Data Grouping
	Date Range Type
	Export Column Header
	Choose Export Fields
	Save Template

	Built-In Templates
	Peachtree Accounting Plus
	Quickbooks Pro
	ADP
	Checkmark Payroll


	Chapter 18 – Trouble Shooting
	Help Menu
	License Agreement
	Upgrade License
	Web Update and Automatic Upgrades
	Software Techniques on the WEB
	Technical Support Options
	About TimeKron

	DB Administration Mode
	Technical Support
	Common Problems and Solutions
	Appendix A – Sample ASP Script
	Implementing
	pathinfo.inc
	processpunch.asp
	default.asp
	Testing the Script
	Customizing the Script

	Index




