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SAFETY INSTRUCTIONS

SAFETY
Read all these instructions, and save them for later use.

1 In order to prevent fire or electrical shock, do not expose this
machine to rain or high humidity.

1 For the same reason, i nstallation, maintenance etc. of this device
should only be performed by qualified electricians. Before
performing any installation or mai ntenance procedure disconnect
the voltage from the equipment (for example when replacing the
battery).

1 Do not place this device in unstable condition. If you do that, the
device may fall causing serious damage to the device or injuring the
user.

Connect th e grounding wire properly.

A lithium battery is delivered with this device. A lithium battery can

cause a fire, an explosion or severe burns. Do not de -assemble,
heat above 100 degree C (212 degree F), solder directly to the cell,
incinerate, or expose the cell contents to water.

I There is a danger of explosion if the battery is incorrectly replaced.
Do not attempt to reverse the polarity. Replace only with the same
or equivalent type recommended by manufacturer. The battery
type is: MITSUBISHI CR2032.

91 Disp ose of used batteries separately according to local regulations.

ELECTROMAGNETIC COMPATIBILITY

This device has been verified for compliance with EU (European Union) directives
89/336/EEC for electromagnetic compatibility (EMC) for operation at 50Hz and bea rs
the CE mark.

When this device is used in a system, EU directives may require that the system is
verified for EMC compliance.

The following guidelines are helpful in improving the EMC performance of a system:
1) The use of metallic enclosures generally i mproves EMC performance.

2) Run cables away from apertures in the enclosure.

3) Run cables close to grounded metallic structures.

4) Use multiple ground straps for doors or panel parts as required.

5) Avoid common ground impedances.




LOW VOLTAGE DIRECTIVES

This device has been verified for compliance with EU (European Union) low voltage
directives 73/23/EEC and bears the CE mark.

RoHS and WEEE Compliance

This device complies with the European RoHS directive 2002/95/EC. (Restriction of
the use of hazardous  substances)

pMANG
Complignat
|

This device complies with the European WEEE directive 2002/96/EC. (Waste
electrical and electronic equipment)

\
/




Typographical Conventions

Before you start reading the content of this document, it is important that you
understand the typogra  phical conventions used.

Formatting Type of Information

convention

Bold Menu options and command buttons. Chapter and section names are
also indicated in bold in the current manual.

Monospace Information displayed on the device screen

CAPITALS Names of keys on the keyboard, for example, SHIFT, CTRL, or ALT.

For features not used in the current version of the application

Reference

Idea

Note, caution, warning




Vi



Table of Contents

1.iTime ITR Product OVerview  ....iviiiiiiiiiiiiiieeeeeeee e, 9
1.1. System ReqUIrEMENES ..o e 9
2. iTime iITR Administration  ......ccooiiiiiiiees v, 10
2.1. User Management  .....ccccccciiiiiiiiiiiiiiiiss eeeeeeeeeeeereeeeeeeereannnnnn v 12
2.1.1. Create a NewW USEr  ...cccccciiiiiiiiiiiiiiis e, .12

2.1.2. EQItUSEr oo s e 13
2.1.3. Delete USEI i e e 13
2.1.4. Change Password .....cccccccceeviiiiiiies e e 14

3. Getting to know iITIMme iTR i v, 15
3.1. iTime iITR Product Elements ... e 15
3.2. Loggingtothei TimeiTR Client Interface  .......ccccvvveveeeiiiee. 15
3.3. The iTime iITR INterface  ..cocciiiies e 17
3.4. The iTime iTR Client Interface Modules ... e, 18
4. Defini ng the Company Settings  ..oooovvviiivieeeiieeeeeee, .21
O 1 41 0]V 22
4.1.1. The EMpPIOyees Page  ....ooooiiiiiiciiiiiiiiis eeveeee e 22
4.1.2. Creating an Employee Record ..o e 24
4.1.3. Editing an Employee Record ..o e 35
4.1.4. Removing an Employee Record  ...cccciiiiiiiiiis s 37

4.2, SNIftS i e e 39
4.2.1. The Shifts PAge oo e aeeees 44
4.2.2.Creating a Shift  ...ccoiiiis——— e 45
4.2.3. Creating @ Shift VErsion .. e 52
4.2.4. Editing a Shift ..o —— e 55
4.2.5. Removing a Shift . e, 58
4.2.6. Removing a Shift Versi ON ot e 59

4.3. Shift SChedUuleS ..o ———— v 60
4.3.1. The Shift Schedules Page ..o e 60
4.3.2. Creating a Shift Schedule ...t 61
4.3.3. Creating a Shi  ft Schedule Version — .....ccccccccviiiiiiiiies i, 65
4.3.4. Editing a Shift Schedule ... s 67
4.3.5. Removing a Shift Schedule ... 68
4.3.6. Removing a Shift Schedule Version s e 69
4.4.DepartmentS ..ot e 71
4.4.1. The Departments Page  .iiiiiee e 71
4.4.2. Creating a New Department  .....cccccoiiiiiiiiiiiiiies e 72
4.4.3. Editing a Department s e 73
4.4.4. Removing a Department .. e 73

4.5, ADSENCE REASON S .iiiiiiiicciiiiiiiiieeieiiiiee eeeee e e 74
4.5.1. The Absence Reasons Page  .occccviiiiviiiiiiiiiies e 74
4.5.2. Creating a New Absence Reason ..ccviiiiieiniiiies e 75
4.5.3. Editing an  Absence Reason .......cccccccccviiiiiiccces i 77
4.5.4. Removing an Absence Reason ... e 78

4.6. COUNEIS  cooiiiiiiiiiiiee evvvtviese e e 79
4.6.1. Daily System COUNLEIS oot it e e 79
4.6.2. System PeriodiC CO  UNEIS vveiiiciiiiee v eeeevvcveee e e e 82
4.6.3. Periodic Counters (defined by the user) s 82
4.6.4. Removing a Periodic Counter ..o e 89

Vi



4.7. Terminal Display ...t e v 90
4.7.1. The Terminal Display Pag € e eerrrrer e 90
4.7.2. Defining Terminal Display oo e 90
4.7.3. Changing Terminal DiSplay .o e 92

4.8. EXport DefinitioNS oo e ... 93
4.8.1. The Export Definitions o 1o [ O 93
4.8.2. Creating an Export Definition  ..ccciiiiiiiiiee e, 93
4.8.3. Editing an Export Definition .. e 107
4.8.4. Removing an Export Definition ..o e 109

4.9. Holiday Cale nNndar ........ccccovveiiiiiiies e, 110

4.10. PAY GIOUPS  oocciiriiiiiieee s eeevrrrrnrrnr e eeeeeeens 111
4.10.1. The Pay GroupSs PAJE  coeevvvciiieeesiiciiireeees evvviveeeeeessnnnnneeeeen 111
4.10.2. Creating @ Pay GroUP .o et 112
4.10.3. Editing @ Pay GroUP .....cccoooiviiiiiiiiiiiiiiies eeeeeeeeeee e 132
4.10.4. Removing a Pay GroUp .o e 133

4.11. ANOMANIES oo e ————————— 134

5. Daily Operations  .....ccooveviiiiiiiiiiiiieeiiee e 136

5.1. The Time Card Module ... e 136
5.1.1. Inserting @ CIOCKING oo e 140
5.1.2. Modifying @ CIOCKING oo e 142
5.1.3. Deleting @ CIoCKIN = g «ooovviiiiiiiciiiiiis eeveeeee e 143
5.1.4.Inserting an ADSENCE .o e 143
5.1.5. Modifying an ADSENCE ... e 145
5.1.6. Deleting an ADSENCE s e ——— 146

5.2. The Web Clocking Appli  cation .....cccocccevieeiiiiiiiiiiiies e, 147
5.2.1. Logging to the Web Clocking Application ..., .. 147
5.2.2. Adding a Clocking Using Web Clocking Application ~ ..................... 149
5.2.3. Viewing the Time Card on the Web Clocking Application ~ ............. 150
5.2.4. Changing the Web Clocking Password — .....cccciviiivvviiiiieeees e, 151

5.3. The Reports Module ........cccoiiiiiiiiiiiis e 152
5.3.1. Creating REPOIMS oo e 153
5.3.2. About The Pay Period Report ..o v, 153
5.3.3. About The Absence Report . e 159
5.3.4. About The Anomaly Report .. e 162
5.3.5. About The Billing Page .ot s 166
5.3.6. About The EXPort Page  ..cccciiiiiiiiiiiiiiies e 167

6. The Tools Page .....ccoooiiiiiiiiiiiiis e, 178

6.1. The Overview Page ... et .178
6.1.1. About Edit MOdE .o e 180
6.1.2. Changes in Single cell Mode .. e 182
6.1.3. Changes in Multi cell Mode  ..iiiiies e 199

6.2. The G rouped AbSENCeS Page .....ccccocvvviiiieiiiiiiies e 208

6.3. The Password Page . e 212

6.4. PeriodiC COUNEIS oo cicriiiiies eeeeee e e e e e e e e 213

6.5. Counter management .. s 214
6.5.1. Adding a value to a pe riodical counter .....ccoccciiiiiiiiiiis e 214
6.5.2. Counter transfer s e . 217

28 L o = G 223

viii



iTime iTRv4. 2

1. iTime iTR Product Overview

iTime iTR is a web -based applicatio n, providing an ideal entry point for Small and
Medi um Businesses in regards of seamless depl oyment
Time and Attendance solutions.

With iTime iTR you have a web based service that offers all functionality of the
classic time rec order, but without cards, ribbons or the hassle of manually inputting
data for each of your employees.

iTime iTR key features:

Manages up to 50 employees

Supports full employee definition

Buffers up to 2 months

Allows absence reason definition

Allows add ing, editing and removing clockings

Supports Shifts and Shift Schedules definitions

Supports Zone based and Quantity based Overtime, Weekly and Monthly Flex,
Roundings and Revisions

Support for Core Time and Multiple Breaks (either paid or unpaid)
Support for Versioning

Support for Periodic Calculations

Workplaces Management

=A =4 =8 -4 -4-4-"
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iTime iTR is a flexible means to start with the most common Time and Attendance
needs, being the best solution available for your business!
With iTime iTR you invest in the future!

1.1. System Requirements

iTime iTR  only requires an Internet connected PC with a browser installed.
iTime iTR  supports Internet Explorer 7 or 8 and Mozilla Firefox © 3.0 and 3.5

N For additional information, please read the stated system requirements for
the above browsers.
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2. iTime iTR Administration

After purchasing the  iTime iTR solution, you will be provided with four resources:

1 A protected dedicated environment, called Domain , on one of our specialized
servers;

1 The iTime ITR  Application http address and an administrator account
(domain, user name, and password);

1 The iTime iTR Administration Tool http address, from where additional
login users will be created and managed;

1 The electronic ve rsion of the iTimeiTR User Guide.

All you need in order to successfully monitor the activity of your work force!

The first step you have to take in order to start using iTime iTR is to access the
iTime iTR  Administration Tool http address, as explained below:

Click on your favorite Internet Browser application icon, such as:

A Click this icon to open the Internet
' Explorer © browser
; Click this icon to open the Mozilla Firefox ®
browser
When your favorite Internet browser is loaded, type in (or copy + paste) the
supplied iTime iTR Administration Tool http address in the address field and press

ENTER to load the page.

File Edit ‘iew History  Bookmarks  Tools  Help

- - I;QJ ﬁ Enter the supplied http address here, then press EMTER
€ Internet Explorer © Mozilla Firefox ©¢
iy =
@ = v | Enter the supplied http address here, then press EMTER

File Edit Wiew Favorites Tools Help

After the page is loaded, your browser will display the iTime iTR  Administration
Tool login page, waiting for you to fill in the blanks.

Dormain Fill in srour domain name
Llzername fill in wour username
Fasswaord sesssssnne

¥ Remember me

Enter

10



iTime iTRv4. 2

Proceed as follows:

1 Click in the Domain field and type your provided domain name (from
your administrator account details).

1 Click in the Username field and type the provided login name (from
your admi nistrator account details).

1 Click in the Password field and type the associated password of the
login name, as provided by your dealer (from your administrator
account details).

1 Check the Remember me box if you want your browser to remember
the typed in Domain and Username fields the next time you want to
login. The password will not be remembered.

1 Click Enter or pressthe ENTER button on your keyboard.

If your login details are correct, the login process will be successfully completed

and the iTimeiTR Ad ministration Tool will be displayed.
You can change your administrator password within the iTime iTR
Administration Tool at any moment by selecting the Change Password

option from the left side of the screen.

By default, if the iTime iTR user interface is not used for more than 2
hours, your session will expire and you will have to log in again. If your

session has expired, you can log in again by clicking on the Login link at
the top right of any page in the user interface.

11




User Manual

2.1. Use r Management

This module allows you to add, edit or delete users that can login into iTime
iTR Application , as well as change the password of your administration login
user.
Note that any login users created here can log in to iTime TR
N Application, but cannot log in to iTime iTR  Administration Tool and
add new login users.

2.1.1. Create a New User

In order to create a new login user account, please follow the next
steps, as in the picture below:

Contact & Logout

AMANO

Users » Edit user

configuration

Save Cancel

User Mame : Jack
Active : 2
Full Hame : Jack Dean

Email : idean@dzma, com

1 Click on the Users tab. A new page is displayed. If no users

have been previously defined, the page contains the New User
button and fANo user definedodo message; ot he
login users who have access to the domain and usage of iTim e

iTR is displayed.

1 Clickonthe New User button located in the upper right corner
of the screen. A new window will be displayed, allowing you to
create a new login user.

M Fillinthe desired User Name.

N This User Name will be used as the login name.

1 Select the Active checkbox if you want the login account to be
active. Otherwise, the user will not be able to log in with the
provided account. The credentials will be stored in both
situations;

1 Fillinthe Full Name field the name of the person associa ted to
the account;

12
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1 Fillinthe E-mail field the e -mail address of the user. The e -mail
field is not mandatory;

1 Add a description in the Description field. The description field
is not mandatory;

1 Fill the password in the Password field. The Password , along

with the User Name and Domain Name , will be used for the
user logininto iTimeiTR Application ;

1 Retype the password in the Retype Password field to be sure
you have not mistyped the password,;

1 Click Save to add the new login user into the system, or Cance |
to abort the task. Either way, the Edit Users  window will be

displayed. If it is your first created user, the page will contain
only the newly added login user.

To fill in a field, click in the desired field and start typing. To move on to
N another fie Id, click in or press TAB on your keyboard. Pressing TAB will
take the fields in order. To save the information, click Save .

2.1.2. Edit User

Any of the defined login users can be edited selecting the Users tab
from the left s ide of the screen and clicking on the login user to be
edited.

After selecting the Users tab from the left side of the screen, the
N application will display a list of all defined login users. If no user is defined,
this list will be empty.

Clickihgon t he user name wil/|l di splay the |l ogin wus
be edited, saved by clicking on the Save button, or discarded by
clicking on the  Cancel button.

N The explanation of each field is covered in the Create a New User
chapter.

2.1.3. Delete User

Any of the defined login users can be deleted from the system,
following the next steps:

1 Selectthe Users tab from the left side of the screen;

1 Select the checkbox(es) of those user accounts you want to
remove;

I Click on the Remove button from the top right side of the
screen;

1 Confirm the deletion by selecting OK on the confirmation

window or Cancel to cancel the process.

13
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N

Be aware that both active and inactive user accounts can be d eleted in the

same manner. No special warning will be displayed for active user
accounts.

2.1.4. Change Password

This option allows you to change the password of your administration
account, by following the next steps.

1 Select the Change Password tab from the left side of the
screen;

1 Type in the current password, in the Old Password field, for
validation;

1 Type in the new password in the New Password field;

1 Retype the new password in the Confirm New Password field

to val idate your new password;

1 Clickonthe Save button to change your password, or Cancel

discard the password change.

to

AMANO [N

Users

Change Password Old Password

NewPassword ~ sesses

Confirm New Password ~ ssssss

Password may consist of a-z, 0-8, . (point), - (dash) and _ (underscore).

Save Cancel

Contact @ Logout

Configuration » Change Password demo |/ Admin user

The password is case -sensitive and has a maximum length of 32
characters that can contain any combination of the following characters

z, 0-9, (point), (dash) and (underscore). The password must contain at
least 4 characters.

14
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3. Getting to know iTime iTR

Before using iTime iTR  application, some parameters, specific to your organization,
have to be se t. Employee data, shifts, shift schedules and pay groups must be
entered into the system. Shift schedules and pay groups are assigned to employees.

In accordance with specific needs that you might have, departments and absence
reasons can also be defined.

3.1. iTime iTR Product Elements

iTime iTR  consists of the following elements:

1 T30 -ASP terminal and telephone clocking using IVR - data collection
device s (not presented in this manual);

1 iTime iTR web application - the c lient interface (fully described in this
manual);

 iTimeiTR Administration Tool.

The following sections give a brief presentation of the iTime iTR interface and
the way to navigate through it.

3.2. Logging to the iTime iTR Client Interface

In order to start using the iTime iTR  Client Interface you need to access the
web application http address, as explained below:
Click on your favorite Internet Browser application icon, such as:

Click this icon to open the Internet
Explorer ® browser

@ Click this icon to open the Mozilla

Firefox ® browser

When your favorite Internet browser is loaded type in (or copy + paste) the
supplied iTime iTR  Client Interface http address in the address field and
press ENTER to load the page.

File Edit ‘iew History  Bookmarks  Tools  Help

- - I;(_*J ﬁ Enter the supplied http address here, then press EMTER
€ Internet Explorer  © Mozilla Firefox ®¢
iy =
@ = v | Enter the supplied http address here, then press EMTER

File Edit Wiew Favorites Tools Help

15
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After the page is loaded, your browser will display the
Interface page, waiting for you to fill in the blanks.

Dormain Fill ir seour domain name
Llzername fill in wour username
Fasswaord sesssssnne

¥ Rermermberme

Enter

Proceed as follows:

iTime iTR Client

9 Click in the Domain field and type your p  rovided domain name (from

your administrator account details);

1 Click in the Username field and type the provided login name (from

your administrator account details);

1 Click in the Password field and type the associated password of the

login name, as provid ed by your dealer;

I Select the Remember me checkbox if you want your browser to

remember the typed in Domain and Username
you want to login. The password will not be remembered;
1 Click Enter or pressthe ENTER button on your keyboard.

fields the next time

If your login details are correct, the login process will be successfully completed

and the iTimeiTR Client Interface will be displayed.

16



iTmeiTRv4. 2

3.3. TheiTime iTR Interface

After logging to the application, using the admi n account or one of the user
accounts created in the iTime iITR  Administration Tool , you can start
monitoring your workforce attendance.

This chapter contains a description of the functions available in iTime iTR web
interface.

iTime iITR user interface is a  web page that is displayed by your browser
window.

Contact & Logout
TIME & ECOLOGY

AMANO N o B X

Time Card demo ;/ Admin user

Icons of the available modules are displayed across the screen:
1 TimeCard

a1

E f Reports
1 Definitions
N

1 Tools

The column on the left of the screen displays the options available in the
current module. The selected module (th e page displayed) is indicated by the
yellow highlight. The currently selected module and options available are also
displayed on the blue strip across the screen, along with Domain / User info
to the right side of the screen.

To select a module and displa y the options available for it, click the
corresponding icon: the icon will become yellow and the column to the left of

the screen will display the options available in the selected module.

Place the mouse cursor over a menu icon to display its name.

The domain name displayed on the top blue strip represents the iTime iTR
user domain.

The user name displayed on the top blue strip along with the domain name
< represents the name of the user currently logged in.

To avoid confusion, screenshots in this manual will not contain the browser
window title bar, address bar, status bar, etc. Also, instructions on how to
use a certain option are displayed on the screen.

17
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3.4. TheiTime iTR Client Interface Modules

iTime ITR
submodules:

The TimeCard module allows you to view and edit the timecards for each
employee defined in the system. A timecard contains all clockings made by an
employee. It also contains the absences enter ed by the user(s).

user interface  consists of four modules, each containing several

Contact  # Logout
TIME & ECOL

ININGY @ m & X
Time Card demo / Admin user,

Time Card Please select a person from Time Card menu

The Reports module allows you to generate reports containing different types
of data. The Reports module contains the following pages:

=8 =8 =8 -8 88888 _9_°9

the
the
the
the
the
the
the
the
the
the
the

Pay Period  page

Abs ence page

Anomaly page

Billing _ page

Export page

Planning Anomaly page
Planning Analysis page
Workplace Planning page
Employee Planning page

Workplac _es page
Worked Hours page

Contact @ Logout

AMANO = T T - B, 4

Reports » Pay Period demo | Admin user|

Report

Stan date omas B Ena cae

W Lesthame Fiest Hame

]
EIEICEIDD:IEIEI:DDE:IEIUE

18
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N

This guide will contain full explanations about the Pay Period page,
Absence page, Anomal y page, Biling page and Export page.

For detailed explanations about workplaces management related reports,
please read iTime (TR - Wor kplace s Management  user manual.

You cannot use workplaces if you do not have a subscription for this
option. Contact your supplier to request information or to activate the
option.

The Definitions module allows you to define shifts, shift schedules,
employees, departments, periodic counters, absence reasons, terminal
display, export definitions, a holiday calendar (reserved for Securex Payroll

Export users) ,pay groups and workplaces

The Definitions  module contains the following pag es:

the Employees page

the Shift s page

the Shift Schedules page
the Departments page

the Absence Reasons page
the Periodic Counters page
the Terminal Display page
the Export Definitions page

the Holiday Calendar page
the Pay Groups page

the Workplaces  page
the Anomalies  page

=4 =4 =8 =888 _9_4_8_48_48_-°9

Contact # Logout
Newempioyee | Remave

Total records: 50 Used records: 16 Free records: 34
Employees 4 LastHame First lame. Department  Payroll id 10 Device  Pay Group Schedule Export Definition  Workplace Select
. s Bk Tim Sales 4563 Tim W Flxuieeky DalySchede  Exported [}

ifts

2 Das Luey Salez 562 Tim E FlxMontiy DalySchede  Exported [}
shift Schedules

18 Deen Hera Operations 4567 8 FlexMonthly DaiySchede  Exported O
epe et 19 Forester Burt Seles 4557 TIE #  Flexmonthly Daily Schectie Exported [m]
Absence Reasons. 7 Gaaa Stan Operations 4568 TE B Flexmonthly Workplace Day Exported i [m]

a8

e Coumers 1 st Den Development 4558 Freelancers [37:00]  Freelance Exported O

0 uan Ronda Payments ases m8 or DsiySchede  Exported [}
Terminal Display

2 Lowel m Development 4552 T8 Fresencers [24:00] Freelance Exgorted O
s 6 Morisson Maya ™ 571 8 or DaiySchedde  Exported O
. S Oiwer ed ™ 4564 a8 or DsiySchedue  Exported [}

4 paer Crristina m 455 a8 or DaiySchedue  Exported O
Pay Groups

15 Parker Stela Support 1566 T® @ OTBebum Pert-time 1 Exorted O
Workplaces

3 R chris Sales 4563 #  FlexMonthly Doy Schede  Exported O
Anomalies 1 stams Jrmmy Payments 4570 a8 or DsiySchede  Exported [}

& Tomson Faye Operations 4558 = % oregium Workplace Mght ~ Exported i [m]

15 Vi Roger Support 1558 T®# orecum Pert-time 2 Exorted O

This is the employee's definition and link with a card number.

Remark If you want o assign a department or a shift schedule, make sure you have created the department or the shift schedule first

19
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This guide will contain full explanations about the
page, Shift Schedules page , Departments page, Absence R easons page |,
Periodic Counters page, _Terminal Display page, _Export Definitions
page, _Holiday Calendar page, Pay Groups page and _Anomalies _ page.

Employee page, Shift s

N

For detailed explanations about the W orkplaces
iTR - Wor kplace s Management user manual.
request information or to activate the option.

page, please read iTime
Contact your supplier to

The Tools module contains:

the Qverview page;

the Grouped Absences page;
the Password page;

the Periodic Counters page;

the Counter Management page;

=A =4 =4 -8 -4 -4

the

Employee Planning

page.

Contact & Logout

Overview Activity Planning []
[ = Workplan Anomalies []
[ Perind Anomalies Ij EI Befesh
Overtime System
Periodic Counters Counters
i 13 Jul 14 Jul 18 Jul 16 Jul A7 Jul 18 Jul 19 Jul
Garda Stan ‘]“]“]‘]BF«L — D-‘J‘-]‘]BAL — ‘]‘;:‘]‘]Br‘«l — -]“]“]‘]B»'«L '
01 01 0L ] 01 01 99 2
! o1 ! 01 g' o ] o1 01 % S v
This guide will contain full explanations about the Overview page,
N Grouped Absences page, Password page, Periodic Counters page,
and Counter Management page.
For detailed explanations ab  out the Employee Planning page, please
? read iTime iTR - Wor kplace s Management user manual. Contact your
supplier to request information or to activate the option.

20
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4. Defining the Company Settings

In order to define your company se ttings you have to create employee definitions,

shifts and shift schedules, departments, periodic counters, terminal display
definitions, export definitions, absence reasons and pay groups. After that, shift
schedules are assigned to employees. This can be done from the  Definition module
of iTimeiTR web interface.

The Definition module enables you to define employees, shifts, shifts schedules,
departments, absence reasons, periodic counters, counters that will be displayed on

the terminal, export definiti ons, holiday calendar, pay groups and anomalies. The
following chapters contain detailed descriptions of all options available in each page

of the Definition  module, in the order they appear in the application.

For easy operation in defining company setti ngs, follow the next steps:

1. Read about counters (see chapter 4.3 Counters) and define periodic
counters

2. Definethe shifts (see chapter 4.2 Shifts)

3. Define the shift schedules (see chapter 4.3 Shift Schedules)

4. Define the absence reasons and link them to ¢ ounters (see chapter 4.5
Absence reasons and 4.6.2.2.2. Linking a Periodic Counter to an Absence
Reason)

5. Define pay groups (see chapter 4.10 Pay Groups)

6. Define workplaces , if you use the workplaces management option (see

iTimeiTR - Wor kplace s Management  user manual)

Define departments (see chapter 4.4 Departments)

Define employees (see chapter 4.1 Employees)

Define export definitions (see chapter 4.6 Export Definition)

0. Define counters to be displayed on the terminal (see chapter 4.4 Terminal
Display)

11. Manage holiday calendar (see chapter 4.8 Holiday Calendar)

12. Manage anomalies (see chapter 4.11. Anomalies)

B ©o o~
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Employees

This page allows the operator to define new employees or to edit/delete
existing ones.

41.1. The Employees Pa ge

The Employees page contains a list of all employees defined and
allows the operator to define new employees or edit/delete the existing
ones. A maximum of 50 employees can be defined.

To display the Employees page make sure the  Definitions module is
selected, then click on the Employees  link in the side menu. The
Employees  page will be displayed.

Contact @ Logout
IVE & ECOLOGY —
Definitions » Employees
Total records: 50 Used records: 16 Free records: 34
Employees Id Last Hame First Name Department Payroll Id 10 Device  Pay Group Schedule Export Definition  Workplace Select
- s ek Tim Sdes 4563 T E S Flexweeky Daly Schedule Exported ]
ifts
2 Dats Luey Sdes 62 TiE E Fexvonty Daly Schedule Exported O
shift Schedules
19 Deen Hera Operations 4567 2 Flex Monthly Daily Schedule Exported O
opss i onts 14 Forester Burt Sales 4557 Ti® ¥ FlexMontly Daly Schedule Exported O
Absence Reasons 7 Garca Stan Operations 4568 T ® ¥ FlexMonthly Workplace Day Exparted Jl O
) s
Periodie Counters 1 Hurst Dan Development 4558 ¥ Freelancers [37:00]  Freelance Exported (]
0 Ronda Payments 4565 28 or Daly Schedule Exported O
Terminal Display
2 Lowell Jm Development 4552 =l ] Freelancers [24:00]  Freelance Exparted O
Export Definitions 3 Morisson Maya m a571 m 8 or Daily Schedule Exported (]
Holiday Calendar 5 Oiver Ned ™ 564 28 or Daly Schedule Exported ]
4 Parker Christina m 4555 = ] or Daiy Schedule Exparted O
Pay Groups
13 Parker stella Support 4566 S ® %  OTBelgum Part-time 1 Exported ]
Workplaces
3 Rap Chris Sales 4569 F] Flex Monthly Daily Schedule Exported (]
Anomalies 11 Strano Jimmy Payments 4570 =l oT Daily Schedule Exported O
[ Tomson Faye Operations 4558 T 8 OTBelgum Workplace Night Exported ik O
5 Wio Roger Support 555 T® 8 oTBegun Part-time 2 Exported 0
This s the employee's definition and link with 3 card nuMber.
Remark-If you want o assign a department or a shift schedule, make sure you have created the department or the shift schedule first

Initially, the list is empty. The following message will be displayed:

New employes

No employee defined.

This is the employee's definition and link with 3 card number.
Remark If you want o assign a department or a shift schedule, make sure you have created the depariment or the shift schedule first,

To add employees, click on the New e mployee link at the top right of
the page.

Empl oyeeds records page (the picture

1 Employee ID : a unique number automatically assigned by the
system to employees defined.

1 Last Name : the employee last name as entered in the
employee definiti  on screen.
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1 First Name : the employee first name as entered in the

employee definition screen.

Department : the department the employee is associated with.

Payroll ID : represents a unique character string used for the

payroll system.

1 1/O Device : represents th e input device assigned to the
employee for making clocking . It can be either one or more

=a =4

iT30 -ASP terminal(s) (graphically represented by the T icon),

one or more IVR device(s) (graphically represented by the
icon), or the web clocking option ( ).

1 Pay Group :represents the pay group assigned to an employee;
it defines how employeesd ti me
over a pay period.

1 Schedule : shows the Shift Schedule assigned. If a Shift

perf ormanc

Schedule was assigned, its name will be displayed; other wise
the cell will contain the message "No Current Schedule".

1 Export Definition . represents the employee export status. If
the status is Not Exported , there is no export definition

available containing the employee, so the employee data cannot
be exported; if the status is Exported , at least one export
definition contains the employee.

1 Workplace : represents the employee  workplaces  weekly

assignment (graphically represented by J!L)

For detailed explanations about workplaces management and reports
pleaser ead iTimeiTR - Wor kplace s Management  user manual .

You cannot use workplaces if you do not have a subscription for this
option. Contact your supplier to request information or to activate the
option.

Employees can be sorted by ID, Last name, First name, Card ID,
Departments, Payroll ID simply clicking on the category 0 click once to
sort in ascending order, click twice to sort in descending order.

To select/ d eselect all employees, click on the Select head column
clicking once will select all clicking twice will deselect all records.

I/O Devices are defined by your local dealers. Please contact them if you
want to add more devices.
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4.1.2. Creatingan Employee Record

To create a new employee record in the system make sure the
Employees  page is displayed as in the following image:

IME & ECOLOGY =
AMANO [ LR T =

Definitions » Employees demo / Admin user

e
Definitions

Tolal records: 50 Used records: 18 Free records: 34
Emplrees 6 Lstlme  Fstlme ewiment  Forolld  [ODewcs PwGru  Schedis  Dgorlefmfon Norice Solct
- s ok Tim Stles 563 B ¥ Flexwecky DalySchedue  Exported ]

ifts

2 pass Luey Sdes 62 T® ¥ FlexMontly DalySchedue  Exported O
Shift Schedules

19 Deen Hera Operations 4567 £ ] Flex Monthly Daily Schedule Exported O
opss i onts 14 Forester Burt Sales 4557 S® ¥ FlexMonthly Daly Schedule Exported O
Absence Reasons 7 Gada Stan Operations 2568 T ® S FlexMonthly Workplace Day Exparted gl (]

8 .

Periodie Counters 1 Hurst Dan Development 4558 ¥ Freslancers [37:00] Freelance Exported (]

0 uan Ronda Payments 4565 28 or DalySchedue  Exported O
Terminal Display

2 Lowell Jm Development 4552 29 Freelancers [24:00] Freelance Exported O
Export Definitions 3 Morisson Maya m 4571 a8 or Daily Schedule Exported (]
e . 5 Oler Ned ™ 564 28 or DalySchedue  Exported O

4 Parker Christina m 4555 N ] or Daily Schedule Exparted O
Pay Groups

13 Parker stella Support 4566 S ® @ OTBelgum Part-time 1 Exported (]
Workplaces

3 R Chris Sales s ¥ FlexMonthly Daly Schedule Exported (]
Anomalies 11 Strano Jimmy Payments 4570 a2 or Daily Schedule Exported O

8 Tomsen Faye Operatins EE= T ¥ OTBelgum Workplace Night  Exparted ] [m]

15 Wico Roger Support 4556 S ® %  OTBelgum Part-time 2 Exported ]

This is the employee’s definition and link with a card number.
Remark:If you want to assign a department or a shift schedule, make sure you have created the department or the shift schedule first

Click on the New employee link at the top right of the page to display
the fo llowing screen:

Save Cancel

Firzt Name | Does not make clockings |:|
Last Name
U=zername
Pazzword

Payrell ID

Department | Mone b

Card Id
The system automatically removes the leading zeross for numerical cards.

Pin Code

50

Mumerical O
2471 Lse HEX Hex F
51 Mumerical |

6422 |
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Enter the following employee data:

1 First Name :a maximum of 20 characters can be entered.

1 Last Name :a maximum of 44 characters can be entered.

1 Username : necessary for the web clocking application; it can
contain up to 32 characters. Each employee will have an account
in order to see own time and attendance. The code uniquely
identifies the user within the customer -account. The username
can be changed by administrator after the employee has been
created.

1 Password : necessary for the web clocking application; it can
contain up to 32 characters, but not less than 4. It is case -
sensitive and allows any combination of the following

characters: a -z, 0-9, .(point), - (dash) and _ (underscore). The
password can be changed by the employee in per sonal web
page.
Username and Password fields will be disabled if the dealer did not
N activate the Web Clocking option . For more information about web
clocking functionality, please contact your dealer! You can subscribe to

this option at any time!

For more details about web clocking application, see the Web Clocking
chapter of this guide.

I Payroll ID :amaximum of 16 ASCII characters can be entered.
Payroll ID is unique and it is used by the payroll companies that
utilize iTimeiTR for data collecti on.

1 Department : click this field to display a list of available
departments and select one. This field is optional.

If you want to include department names in your employee definitions, it is
easier to define the department names before you define the e mployees.

For details on how to define departments see the Creating a New
Department  section in the Departments chapter of this guide.

1 Card Id : enter a string (numerical or hex, depending if the
terminal assigned is numerical or hex) that will be associated
with the employee. Numerical cards are validated to contain
only digits. Hex cards are validate to contain digits and [A -F],
[a-f] letters. A maximum of 16 characters can be en tered. This
ID can also be assigned from a terminal.
The field can remain empty if the employee does not use an
iT30 terminal. Card Id field is active only after an IT 30 Device
was priorly selected.
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For numerical card IDs, the leading zeros are not tak
00123 , 0123 and 123 are equal. The terminal will handle
123 . Only numbers are used for the Card ID and all leading

zeros are ignored when registering a numerical card.

terminal. E.g.
all of them as

en into account by the

Employee data
First Name Burt
Last Name Forester
Username bforester
Password o
Payroll D 4557
Department Sales
Card ld 245677
The system automatically r eadi
Pin Code
IT 30 Device Selection
Serial Number  Terminal Description
50
2471 Use HEX
51
IVR Device Selection
Serial Number  Terminal Description
6422

Does not make clockings  []

Type Select

Hex

Numerical

Select

Numerical
O
]

Cancel

A hex card ID can contain leading

zeros and letter from A to F.

Save Cancel
Employee data
First Name Lucy Does not make clockings  []
Last Name Darts
Username Idarts
Password LTI
Payroll ID 4562
Department Sales
Card ld AF45EE
Plnkircdsk - 0;2'597 E_—
IT 30 Device Selection
Serial Number Terminal Description Type Select
50 Mumerical  []
2471 Use HEX Hex
51 MNumerical [
IVR Device Selection
Serial Number Terminal Description Select
5422
1 Pin Code : enter a unique number (maximum 32 characters)
that identifies the employee each time the IVR solution is used.
The field can remain empty if the employee does not use an
IVR . Pin Code field is active only after an IVR Device was
priorly selected.
1 Assign either T30 terminals or IVR devices for the newly

entered employee.
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If you use option  Workplace  Management, the IT 30 or IVR devices
N assignment for one employee  must match if also defined in Definition s -
Workp laces ; otherwise clockings will not be recorded on the right device
when using a certain workplace.
For detailed explanations about workplaces management and reports,
? please read iTime iTR - Wor kplace s Management  user manual. Contact
your suppliertor equest information or to activate the option.

1 Does not make clockings checkbox: check if the employee, by
the nature of his/her job, does not need to make clockings (for
example, employees that work out of the office most of the
time). If the option is ¢ hecked, all the iT30 or X  -phone devices
will be disabled and the employee will not be able to make
clockings.

Payroll D
Department

Card ld

VR Device Selection

A mouse over on the checkbox results in the following tool tip:

il f checked, a payroll export of
absences and Norma | working time. The employee will not be
able to make <clockingso. For the
clockings the daily counters will be calculated in accordance with
shift schedule assigned.
N Although the employee does not make clockings, it is mandato ry to have a
shift schedule assigned; otherwise the system will report anomalies.
Press the Save button to add the new employee or the Cancel button

to discard the new employee record.

If more information is required about the IVR Solution: X -Phone , contact

your local supplier of Amano products.
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I f fANo terminal definedo message is sh
selection fields or the selection checkbox is grayed out, your local
distributor did not link a terminal to your company yet. Please cont act
them to activate the devices.

IT30 terminals selection can be either numerical, or hex. Terminals of

di fferent type are not compatible with
is not allowed to link an employee with IT30 terminals of different types:

numer i cal and hexo will occur when tryin

4.1.2.1. Employee Linkage

The Employee linkage refers to the process of assigning (linking) a pay
group and a shift schedule to an employee.

N In order to assign pay groups and shift schedules to employees, you have
to define them first!

To assign a pay group or a shift schedule to the newly defined
employee, first you need to open the Employees  page, as in the
following picture:

Contact @ Logout

TIME & ECOLOGY

AMANO N om | A X

Definitions » Employees

Total records: 50 Used records: 2 Free records: 48
Employees d Lasthame First llame Department Payroll Id 10 Device  Pay Group. Schedule Export Definition  Workplace ~Select

9 Buk Tm sales 4583 R ]

e No current schedule Mot exported

Shifte

(m]
2 Dt Lucy Seles 4562 Sm oy MOV gaentachedde ot exported [}
Shift Schedules Eor
19 Deen Hera Operations 4567 2 “r“V:WE”‘FEV No current schedule  Not exported [m]
Departments
14 Forester Burt Sales 4557 EE ] g‘fﬂ;:”f”wﬂy No current schedule  Not exported (m]
Garda stan Operations s 0 Ry No current schedule  Not exported [m]
Periodic Counters 1 st o Development 4558 B Neemen centschedde Noterporied O
Terminal Display 0 Ronda Payments 4555 m g Noamenteay o qyrentschedle Notexported [}
Export Definitions 2 Lonel Im Development 4552 Sy [Hocmetpsy No current schedule  Not exported O
Marisson Maya iy 4571 @ g MNoamentpay Nocurrent schedule  Not exparted [m]
Holiday Calendar
5 Ofver Ned ™ 4564 T o MOGUTENPEY o g rentschedule  Not exported m}
Pay Groups
4 parker Christina ™ 4555 Bow 0T oamentschedde  Notexporied [}
Viorkplaces
3 Parker Stela Support 458 2w g Noamentay Mo current schedule  Not exparted [m]
Anomalies
Rap Chris Sales 4569 [ g‘fﬂz‘;"ﬁ”‘“y No current schedule  Not exported (=]
1 svao Jmmy Payments 4570 T NOQUMNPRY o oprentschedule Mot exported [}
& Tomson Faye Operations Rt 2 g‘fnzg”f”‘ﬁy Mo current schedule  Not exparted [m]
15 Wio Roger Support 4556 mg g MNocrentpay Mo current schedule  Not exported (m]

This is the employee's definition and link with a card number.
Remaric If you want to assign a department or a shift schedule, make sure you have created the department or the shift schedule first.

Click on the No current pay group link to assign a pay group. An
Employee Linkage page will be displayed, as in the following image:
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/= Employee linkage - Windows Internet Explorer

@ et Haome -

Click on the Add button at the right top of the page to assign a pay
group.

? Please read the Pay Groups chapter and define pay groups before
. assigning them to employees!

The following page will be displayed:

(= Employee linkage - Windows Internet Explorer,

Select

o et
Cancel

oone @ ot o

The Employee Pay Group Linkage page contains:

1 Pay group drop -down menu: a list with all pay groups defined
in the system;
1 Overtime system drop-down menu: the selection is available

only for pay groups that use the overtime calculations Quantity
Based OT, Quantity Based OT (B) and Open Schedule . The
options are:

0 Recup : if selected, the over time hours made in the
period selected will b e added to Recup counter(s);

o Pay: if selected, the over time hours made in the period
selected will be added to Pay counter(s);

0 Recup&pay :if selected, the over time hours made in the
period selected will be added to Recup&Pay counter(s);

1 Additional hours drop-down menu: the selection is available
only for pay groups that use overtime calculations Belgium type,
Quantity Based OT (B) and Open Schedule . It refers
exclusively to additional hours (the hours defined between norm
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and day limit) for both full timers
overtime. The options are:

0o Recup : if selected, the additional hours made in the
period selected will be added to Recup counter(s);

o Pay : if selected, the additional hours made in the period
selected will be added to Pay counter( s);

0 Recup&pay : if selected, the additional hours made in
the period selected will be added to Recup&Pay
counter(s);

Authorize checkbox: the selection is available only for pay
groups that use the overtime calculations Quantity Based OT,
Quantity Based OT ( B) and Open Schedule . If checked, the
overtime and/or additional hours made will need authorization
every time they occur. If not checked, overtime and/or
additional hours are authorized automatically.

Part Timer checkbox: the selection is available only f
groups that use the overtime calculations type Quantity Based
OT (B)) Open Schedule If checked , the employee will be
considered to work according to part time calculation rules. If
not checked, the employee will be considered to work according

to f ull time rules.

Contract target: the selection is available only for pay groups

that use the overtime calculations, type Open Schedule . It
defines the total number of hours that must be worked by an
employee with an open schedule assigned on weekly basis.

Start date  and End date : defines the period you want the pay
group to be active as defined.

Update or Cancel : for finishing or discarding the changes
made.

and part -timers, and not to

or pay

Select one of the pay groups defined in the system.

If you chose a

(= Employee linkage - Windows Internet Explorer

Employee: Burk Tim

Pay group Overtime system  Additional hours Autnorize  PartTimer Con*  startDate End Date Select

Mo pay group v 0000 00

No pay group
TFreelancers

o overtime system (% [No overtime system % [m] O 2iens o et
Jetermines which pay group will be used for a defined period.

A )5 are ignored for employees that do not make clockings

(OT Belgium
Flex Manthly
ot

oone @ imemet o0 -

Flex pay group type, the o  vertime options, part time

and contract target will become unavailable:
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B
£ v
Employee: Burk Tim
Pay group Overtime system ‘Additional hours Authorize Part Timer tan Start Date End Date Select
” Update
Flex Weekly ~ 29/8i09 fii ) i
The pay group assignment determines which pay aroup will be Used for a defined period
Remark Overtime pay groups are ignored for employees that do not make clockings.
Done @ rmeermet #00m v

If you chose a Quantity Based OT pay group type, the options
additional hours, part timer and contract target will become
unavailable:

(= Employee linkage - Windows Internet Explorer,

Employee: Burk Tim
; . ; Contract

oy group Owerimesystem  Additonaihours  Authorize  FartTimer S statonte ena Dot setect
Update

[or ] [Noavertine sstem v = 20 2 e

The pay group assignment determines which pay group will be used for a defined period.

Remark: Overtime pay groups are ignored for employees that do not make clockings.

oore @ e A -

If you chose a Quantity Based OT (B) pay group type, the option
contract target will become unavailable:

(2 Employee linkage - Windows Internet Explorer

Employee: Burk Tim

pararoue orermosstm  Adtonanours Autonze pattimer S0P sarowe grats s

[o7segun %) (oo sen 9] [foowtmessten® [ o 2um08 B pdateconce

The pay aroup assignment determines which pay group will be used for a defined period
Remark: Overtime pay groups are ignered for emplojees that do notmake clockings.

@ et R -

Make the desired selections, as in the following example. Check
Authorize  if you want the system to ask for authorization every time
overtime and additional hours occurs.
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(2 Employee linkage - Windows Internet Explorer.

Employee: Hurst Dan

oy oroum e e R e e o T S st

Freczncers vl [Py V] [Py v oo [ 08 B I
1o overtme cvstem
The pay group assignment determines which pay grof Eined period
Remark Overtime pay roups are ignored for employ¢3" lockings.
Recupsoay

Dore @ Intermet H100% v

Click th e Start Date  field to display a calendar and select a starting

date. The starting date is by default the current date. Click the End
Date field to select an ending date or leave it blank to activate the shift
schedule indefinitely or until a new pay group version starts. Click

Update to finish the assignment or Cancel to discard changes.

{2 Employee linkage - Windows Internet Explorer. BE®
~

(3

Employee: Hurst Dan

Pay group Overtime system  Additonalhours  Autnorize  PartTimer [°TE suartpste End Date. Select
Fresiancers 9| [Par = [Pay v 20 20609 B =] i

The pay group assignment determines which pay group will be used for a defined period
Remark: Qvertime pay groups are ignared for employees that da not make clockings.

@ Intemet F100% -

Start Date should be prior to End Date! Otherwise an error message will

appear: iStart Date should be | ess than
It is not possible to assign pay groups on different periods that overlap. An
error message wi l |l be displayed if t hi

Start and End overlap an existing perio

N If a paygroup is active for a certain employee, and paygroup settings have

to change, it is always advise d to work with a new version. Do not change

the settings in the existing paygroup information unless you want this to

have an impact on all past calculations too! To make changes active at a

certain date, assign this date as end date of the existing payg roup setting
and assign a new definition that starts on this date.

Click Save to save the changes made, and then close the window.
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v
Ramove
s@}; Cancel
Employee: Hurst Dan
. . Contract
Pay group. Overtime system  Additional hours  Authorize PartTimer 00 Start Date End Date select
Freelancers Pay Pay 20:00 29 Jun 2003 O
The pay group assignment determines which pay aroup will be used for a defined period
Remark: Overlime pay groups are ignored for empleyees that do not make clockings.
& Internet H100% -

To assign a shift schedule to an employee, click the No current
schedule link in the Schedule . A pop -up window w ill be displayed
allowing you to assign the schedule, as in the following picture:

Save Cancel
Employee: Burk Tim
No period defined.
The schedule assignment determines which shift schedule will be used for a defined period.
Done & Internet H100% <

Click the Add link in the upper right corner of the dialog window. The
view is updated as in the following image:

(2 Employee Linkage - Windows Internet Explorer EoX

el v
-

Employee: Burk Tim
start Dte End Date Start Day Select
s & —
jetermines which shift schedule will be used for a defined period.
v
s @ et Fot00% -

Select one of the shift schedules defined in the s ystem from the  Shift
Schedule  drop -down list displayed. Click the Start Date field to
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display a calendar and select a starting date. Click the End Date field
to select an ending date or leave it blank to activate the shift schedule
indefinitely or until a new shift schedule version starts. If the assigned

shift schedule End Date is empty, selecting a starting date from the

Start Day drop-down i s mandatory; ot herwi se the mess
Day is not defined!o wildl be di spl ayed.

? For more information regar ding shift schedules, please read the Shift

= Schedules  chapter.

Click the Update button to finish the schedule assignment operation
and display the following screen:

(2 Employee Lie - Windows Internet Explorer,
5
Employee: Burk Tim
— e e oz
Daily Schedule v 20009 e | Day 1 v Update Caneel
The schedule assignment determines which shift schedule will be used for a IM
Dare @ Intemer H100% -
In this example, the selected Daily Schedule progr am will be assigned

to the employee Burk Tim starting from June 29, 2009 indefinitely,
beginning with Day 1 (Monday) of the program.

N Start Date should be prior to End Date!

To assign another schedule repeat the procedure presented above. To
remove a s hift schedule, put a checkmark in the corresponding Select
checkbox, and then click the Remove link in the upper right corner of
the screen.

To link the schedule assignment to the employee definition click the

Save button. The data is entered in the system and the main
Employees page is displayed.

N The Start Day is mandatory if the active shift schedule version on the
defined start date does not have a defined reference date.
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4.1.3. Editing an Employee Record

Editing an employee record generally refers to changing the employee

data, shift schedule and pay group assignment.

To edit an employee record make sure the main Employees page is
displayed as in the following image:

Contact i Logout
New employse | Remove
Total records: 50 Used records: 16 Free records: 34
Employees Id Last Hame: First Name Department Payroll Id 0 Device  Pay Group Schedule Export Definition  Workplace Select
- 9 Burk Tim Sales 4563 TI® ¥ Flexesky Daily Schedule Exported O
ifts
12 Darts Lucy Sales 4562 T ® ¥ FlexMonthly Daily Schedule Exported O
Shift Schedules
19 Deen Hera Operations 4567 L] Flex Montly Daily Schedule Exported O
Fein e 14 Forester Burt Sales 4557 TU® ¥ FlexMonthly Daily Schedule Exported O
Absence Reasons 7 Garcia Stan Operations 4558 T ® ¥ FlexMonthly Warkplace Day Exported i ¢l O
£l ] !
Periodic Counters 1 Hurst Dan Development 4558 Freelancers [37:00]  Freelance Exported O
0 Ronda Payments 4565 nE® or Daily schedule Exported [}
Terminal Display
2 Lowel 3m Development 4552 T 8 Freclancers [2400]  Freclance Exported [}
ErT AT 5 Morisson Maya m 4571 a8 or Daily Schedule Exported O
Holiday Calendar 5 Oiver Ned m 4564 =8 or Daiy Schedule Exported (m]
4 Parker Christina m 4555 o s o7 Daly Schedule Exported O
Pay Groups
13 Parker Stela Support 4586 T ® ¥ OTselgum Part-tme 1 Exported O
Workplaces
3 Rap Chris Sales 4569 [l Fle Monthly Daily Schedule Exported O
Anomalies 1 Strano Jimmy Payments 4570 = or Daily Schedule Exported O
8 Temson Faye Operations 4559 o % OTBelgum Warkplace Night Exported i ¢l O
15 Wilco Roger Support 4556 T ® ¥ OTBelgum Part-time 2 Exported O
This is the employee's definition and link with a card number.
Remark: If you wantto assign a department or a shift schedule, make sure you have created the department or the shift schedule first.

To edit data other than the s chedule or pay group information, click
anywhere but within the Pay Group or Schedule column on the line
associated to the employee. The Edit mode is activated as in the
following image:

Employee data
Frstiame Tm Does not make ciockings [
Last Name Burk.
Username thurk.
Password  aeses
PayrollD 863
Department
Cardia 12714403
The system sutomaticaly removes the leading zeroes for numericalcards

P Code
IT 30 Device Selection
Serial Number  Terminal Description Type  Select
00000000050 MNumerical
1764307 Accepts hex badges Hex (]
IVR Device Selection

Serial Number  Terminal Description Select
76533333

Make the desired changes, then click the Save button on the right side
of the screen.

All employee data can be changed, including terminal assignation. If Does
not make clockings is checked, the terminal assignation becomes
unavailable.
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To assign a different pay group click the appropriate Pay Group link.
The Employ ee linkage page will be displayed. Click on the pay group
name to enter in edit mode:

(= Employee linkage - Windows Internet Explarer

@ mamet S -

Make the desired changes and click Update to applythemor Cancel to
discard. Click the  Save button to save the changes made, if any.

To assign a different shift schedule, click the  Schedule link in the
Schedule  column. The schedule linkage page will be displayed. Click

on the schedule assignment you want to modify in order to enter the

edit mode, as displayed in the image below:

= Employee Linkage - Windows Internet Explorer

Shift Schedule Start Date End Date Start Day Select
Daly Schedule v 2006009 B azi) Day 1 v Update Cancel

The schedule assignment determines which shift schedule will be used for a defined period.

Done & Internet H100% v

Make the desired changes th  en click the Update button to apply them.
Click the Cancel button to discard the changes. Click the Save button
to save the changes made.

Assigned Shift Schedule(s) can be removed by checking the Select box and
clicking the Remove link.
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4.1.4. Removing an Employee Record

To remove an employee from the system, make sure the main
Employees page is displayed.

Contact & Logout
V6 & ECOLOGY
Definitions » Employees demo / Admin user
Newsmyes | Remove
Total records: 50 Used records: 16 Free records: 34
Employees Id Last Name First Name Department. Payroll Id 1l Device  Pay Group Schedule Export Definition ~ Workplace Select
- s Buk Tim Sdes 4563 D® B Flexweeky DalySchedue  Exported O
ifts
12 Darts Lucy Sales 4562 SI® ¥ FlexMonthly Daly Schedule Exported (m]
Shift Schedules
19 Deen Hera Operations 4567 #  FlexMonthly Daiy Sehdule Exported [m]
DEpmtnens 14 Forester Burt Sales 4557 TI® 2 FexMonthly Daily Schedule Exported O
Absence Reasons 7 Garda Stan Operations 4558 S ® 9 FexMontly Workplace Day Exported i [m]
Periodie Counters 1 Hurst Dan Development 4558 % @ Freelancers [37:00] Freslance Exported [m]
10 luan Ronda Payments 4565 s 8 or Daly Schedule Exported [m]
Terminal Display
3 Lowel Im Development 4552 T @ Freelancers [24:00] Freslance Exported [m]
Export Definitions 6 Morisson Maya m 4571 a8 or Daiy Sehdule Exported [m]
Holiday Calendar 5 Oiver Ned m as64 @ s or Daily Schedule Exportzd O
4 Parker Christina m 4555 a8 or Daiy Sehdule Exported [m]
Pay Groups
13 Parker Stella Support 4566 #  OTBelgum Part-time 1 Exported O
Workplaces
3 Re chris Sdes 4563 #  FlexMontiy DalySchedue  Exported O
Anomalies 1 svao Jmmy Payments 4570 28 or DalySchedue  Exported O
& Tomson Fave Operations 4558 = ®  oTeegum Workplace Night  Exported i | [m]
15 wio Roger Support 4558 T ® ¥ OTBelgun Part-tme 2 Exported [m]
This is the employee’s definition and link with a card number.
Remark: Ifyou wantto assign a depamment or a shiftschedule, make sure you have created the deparment or the shiftschedule first

To remove one or more employees from the list, put a mark in the
associated checkbox(es) from the Select column, and then click the
Remove link in the upper right corner of the screen.

Contact @ Logout
TIME & ECOLOGY

AMANO

Definitions » Employees

New sployee | Remeve

Total records: 50 Used records: 16 Free records: 34

Employees 4 Last Name First Name Department Payroll Id /0 Device  Pay Group Schedule Export Definition ~ Workplace Select
s Buk Tm Sales 4563 TR B FlexWeekly Daly Schedue Exported
Shifts
12 Dats Lucy Sales. 4562 T ® ¥ FlexMonthly Daily Schedule Exported (m]
Shift Schedules
13 Deen Hera Operations 4567 L] Flex Monthly Daily Schedule Exported
PERRITET 19 Forester Burt Sales 4557 & 9 FlexMonthly Daly Schedule Exported O
Absence Reasons 7 Garda Stan Operations 4568 T ® ¥ FlexMonthly Workplace Day Exported l
a
oo Coumtors 1 st Dan Development 4558 8 Freelancers [37:00] Freelance Exported [}
10 Juan Ronda Payments 4565 8 or Daily Schedule Exported [m]
Terminal Display
2 Lowel Jim Development 4552 e Freelancers [24:00]  Freelance Exported O
Export Definitions 3 Morisson Maya m 4571 a8 or Daily Schedule Exported (]
Holiday Calendar 5 Oiver Ned m 4564 o8 or Daily Schedule Exported O
4 parker Christina ™ 4555 =8 or Daly Schedue Exported [}
Pay Groups
13 Parker Stella Suppart 4566 T ® ¥ OTBegum Part-time 1 Exported O
Workplaces
3 rep Chris Sales 4569 8 FlexMonthly Daly Schedue Exported [}
Anomalies 11 stano Jimmy Payments 4570 o % or Daily Schedule Exported (m]
8 Tomsen Faye Operations 4559 S % oTBelgum Workplace Nght Exported i 1] (]
15 Wilco Roger Support 4556 T ® ¥ OTBelgum Part-time 2 Exported O

This is the employee’s definition and link with a card number.
Remark If you want to assign a depament or a shift schedule, make sure you have created the department or the shift schedule first
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Confirm the deletion in the confirmation window:

Do you want to remove the selected employeeis)?

Cancel

If the OK button is selected, the employee will be removed from the
employees list. If the Cancel button is sel ected, the operation will be
discarded.

N After an employee has been removed, terminal clockings for that employee
are no longer possible.
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4.2. Shifts

A shift or a shift definition contains a calculation patte rn used to determine the
activity for a single day (that is, a calendar date receiving the results). A shift

however can span its calculation over 3 calendar days (previous day, current

day and the following day). All zones in a shift can thus span over th is period.
iTime iTR  allows a shift to be defined in the interval 00h:00m a A +23h:59m
for each day, in order to accommodate shifts that begin on the previous day or

end the following day.

"
B= == ===
Previous Day o Current Day o Following Day
00:00 <> 23:59 00:00 <> 23:59 00:00 <-> 23:59
1. Regardless of the days one shift might span over, clockings ma de in
this shift will always be attributed to the reference day shift.

Example :

Shift Clocking Scope : 18:00 1 03:00 (18.00 current or reference day T
03:00 the following day), as in the following picture:

Clocki i e
ocking Scope 18:00 - DS.DD!
=E= =1
All clockings made in the 18:00 T 03:00 interval will be attributed to the

reference day, regardless of the fact that they are actually made in the
following calendar day.

If a shift has the clocking scope larger than 24 hours (as in the next

examples) and the same shift is used for con secutive days, clockings made
in the overlapping time period will be displayed in both days.
Example 1 :
Shift Clocking Scope: 12:00 T 14:00 (12.00 Current or Reference day i
14:00 the Next day), as in the following picture:

Clocking Scope 1200% ) 1400%

=== ==

All clocking s made in the Next day in the 12:00 -14:00 time interval,
(represented by the double arrow) will be graphically displayed on both
days (Current day and Next day), having the @] icon that stands for

clocking in overlapping shifts.
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Current day), as in the following picture:

Clocking Scope

] i
12.EIEI!I — 1400

H=>|

illilzl

All clockings made in the Current day in the 12:00
(represent ed by the double arrow) will be graphically displayed on both
days (Previous day and Current day), having the
clocking in overlapping shifts.

00:00 03:00 6200 09:00 12:00 15:00 18:00 21:00 23:00
|
Current Day |
I
Mexk Day <+“—>
00:00 03:00 600 09:00 12:00 15:00 18:00 21:00 23:00
15:02 15:30 13:45 15:59
W= f o | & 1 N 1 » 1
153:02 13:30 13:45 153:59
Wed 16 a9 ] m [u] u] m u] m
Example 2 :
Shift Clocking Scope: 12:00 T 14:00 (12.00 Previous day T 14:00 the

-14:00 time interval,

icon that stands for

00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00
|
Prew, Day |
|
Current Diay <4+—>
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00
135:02 13:30 13:45 153:59
Thu 17 15:02 135:30 1345 15:59
CE G | GO | O | £ 1

A shift consists of:

1.

Shift na  me : shift name is unique and mandatory inside the domain; it
can contain up to 64 characters.

Shift code

shift code is not subject to versioning.

Clocking scope

: this interval determines the clock

. shift code is used for shift identification purposes. The

ings that are used

for daily calculations. The scope can be considered as the clocking
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filter zone for the shift. The scope contains a starting time and an
ending time. Clocking scope is specified by default (default clocking

scope starts at 00:00 and ends at 23:59, current day). Clocking
scope must be defined before using clockings. The maximum scope
range is 72 hours (previous day, current day and next day), from
00h:00m until 23h:59m for each day. To assign a clocking scope start

or end, click the assign  ing button( /&), as follows:

= The default status of the assigning button is the current day (in the
middle). The assigning button will look like this: ==

® Click on the left side of the assigning button to program the

Clocking Scope Start or End on the previous day. The assigning
button will look like this: B==

B Click on the right side of the assigning button to program the
Clocking Scope Start or End on the next day. The assigning button
will look like this: /=]

The system was designed in order that various shifts could be
accommodated with this method.

The most common setting for a scope is 00:00 to 23:59 covering the
general use of a shift: all clockings from 00:00 to 23:59 (included) are
used for the calculation of a single calendar day. If one shift expands on
two calendar days, the scope will be set accordingly. For example, if a
night shift starts at 22:00 current day and ends at 06:00 the next day,
the scope can be set as follows:

Clocking Scope 00:00 & 23:50 &
| = | =
Marm Tirme DU:DD% Is used with open schedule pay group [
00:00 03:00 05:00 09:00 12:00 15:00 18:00 21:00 23:00
Current Day |
00:00 03:00 05:00 08:00 12:00 15:00 18:00 21:00 23:00

Clockings made outside the clocking scope interval will be ignored in the
calculation of the current shift.

4. Norm Time : represents the number of hours each employee has to
work on the defined shift. It is graphically represented inside the
defined Norma | Working Time zone. Its maximum value is 71h:59m.

5. Is used with open schedule pay group checkbox: if checked, the
shift will be used with an open pay group, thus the Norm Time  must
be 00:00.
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For further details please read about the Open Schedule pay group.

If you want to create a shift to be used with open schedule pay groups,
make sure to activate this checkbox prior to saving the definition. Once a

If you forget to activate this checkbox and have saved the definition, the
only way available would be to delete the definition and make a new one,
this time with the checkbox activated.

definition was saved, it will not be possible anymore to change the type.

6. Normal Working Time zone (NWT) ; represents a period of

ti me

defined by a starting time and an ending time. The Normal Working

Time zone defines the working interval of a shift. Clockings are taken

into consideration by the system only within the Normal Working

Time zone. It can be simply defined, if the company has
schedule (for example from 09:00 am to 05:00 pm, break included) or

complex defined, if the company has a flexible schedule (including core
zones, flexible zones or breaks) or a complex activity (different day

a fixed

and night activities, part -time an d full -time employees etc.). The

boundaries of the zone need to be within 00:00 the previous day to
23:59 the next day range. The Normal Working Time Z
overlap with a core zone, a break zone, a rounding zone and a revision
zone, but not with an over time zone.

one can

Scope starting and ending.

Start Time and End Time of a NWT zone must be set between Clocking

7. Four core zones : represents the time interval in which the

empl oyeeds presence at work is mandatory.

starting time and an ending time. There can be defined less than 4

core zones, but not more (4 is the maximum).

Clocking in core time is considered anomaly!

The start and the end of the core zone must be defined inside the

normal working time zone. A core zone cannot ove rlap with a break

zone or an overtime zone, but it can overlap with a normal working
time zone, a rounding zone and a revision zone.

8. Three break zones: represents the time interval in which employees
can take their break. It is defined by a starting time, an ending time,

type (open or closed), payment (paid or unpaid) and the standard
amount of time considered break (as defined by the company; it can
be half an hour, one hour etc.), in case the break interval is larger (an
open break zone).

The fiOp e nkdzonb is a period of time in NWT that defines the interval

when the employees can take their
break zone is usually larger than the break itself. The break time must be

break.
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defined in the system within the open break zone . It allows the employees to
take their break between the start and the end of the break zone, but should
not take more than the amount of time defined, unless unpaid.

The ACl osed?o br eak zone wil/l set up t
interval defined, whether the employee takes the break or not.

Choosing the fAPaido break option, the break

worked period and will not be subtracted from the balance. The break will be
subtracted from the balance, iKoptmhoosi ng

In case of an fAOpend break zone, the p
the maximum break time defined by the company, and not for all the
break zone period.

The start and the end time of the break zone must be defined inside the
normal work ing time zone. The boundaries of the break zone need to be
within the 00:00 the previous day to 23:59 the next day range. However,
they are also bounded by the limits of the NWT zone.

A break zone cannot overlap with a core zone or an overtime zone, but i t can
overlap with a normal working time zone, a rounding zone and a revision
zone.

9. Three overtime zones: represents the periods in which employees
can work extra time. They are defined by a start time and an end
time. The boundaries of the overtime zone n eed to be within the 00:00
the previous day to 23:59 the next day range. An overtime zone
cannot overlap with a core zone, a break zone or a normal working
time zone, but it can overlap with a rounding zone and a revision zone.

10. Two rounding zones: represen ts the periods in which time roundings
can be made (e.g.: 09:01 or 09:02 can be rounded to 09:05 or
09:10). They are defined by a start time, an end time, a unit and a
point. The boundaries of the rounding zone need to be within 00:00
the previous day to 2  3:59 the next day range. A rounding zone cannot
overlap with a revision zone, but it can overlap with a core zone, a
break zone, an overtime zone and the normal working time zone.

11. Two revision zones: represents the periods in which clockings will

not be ta ken into consideration at their actual time, but at a limit
upwards or downwards defined (e.g.: clockings between 08:00 and

08:30 can be calculated as they were made at 08:00 or 08:30). The

revision zones are defined by a start time, an end time and a dire ction
(upwards or downwards). The boundaries of the zone need to be

within 00:00 the previous day to 23:59 the next day range. A revision

zone cannot overlap with a rounding zone but it can overlap with a

core zone, a break zone, an overtime zone and the n ormal working
time zone.
? The usage of these zones is described in the Creating a Shift chapter.
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4.2.1. The Shifts Page

The Shifts page allows you to define the working shifts according to

the needs of your company.

Click the Shifts option to the left of the main Definitions page to
display the following screen:

Contact @ Logout

NewSnit | Remove
Total records: 35 Used records: 7 Free records: 28

Employees Shift Name Shift Code  Version AT Zone WAT  Clocking Scope  Select

e Day Shift 1 1 1/4/2005 » No end date 07:30 % 2500 0600 O0:0D » 23:53
Day Shift 2 2 1/1/2005 » No end date 0730 2L 0600 0000 2350

Shift Sehedules Freelance F 1/1/2005 -» No end date 00:00 » 2355 0000 00:00» 23:59

Departments Normal Werking Day 01 3/30/2003 —» Mo end date 08:00 -+ 22:00 08:00 00:00 -+ 23:59

Weekend £ 1/1/2005 » No end date 00:00  00:00 - 2359

Workplace Night wn 1142005 -» No end date 00:00 12:00 -+ 35:59

EEE S E E @

Worplace Day wp 1/1/2005 -» No end date 00:00 00:00 » 23:59

e The shiftgefines a warking shedule for a single day.
Export Definitions
Holiday Calendar

Pay Groups

Workplaces

The window displays the list of shifts. Initially, the list of shifts is
empty. A maximum of 35 shifts can be defined in the sy stem. The
following data is available:

1 Shift Name : represents the name of the shift. A maximum of
64 characters can be used for the shift name. The shift name is
mandatory and must be unique inside the domain.

1 Shift Code : represents a character string ass igned to each shift
for better identifying the shifts in reports.

1 Version : represents a variant of the shift. Each shift can have
multiple versions. Shift versions are initially created as copies of
the initial shifts and can be modified to act as entirely different
shifts (the shift zones can be modified) and to be active in
different time intervals. When viewing the Shifts  page, the
version column will display the time interval of the shift version
made active.

For more information regarding the shift versions, please read the
Creating a Shift Version chapter.

Active shift T A shift is active on a certain date only if it has a version
which is active on that date.

Inactive shift - A shiftis inactive on a cert  ain date if it does not have any
version active on that date.

The shifts are date related, whether they are active or not.
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T NWT Zone : represents the normal working time zone of the
shift. The Normal Working Time defines the time interval where
clockings a re taken into consideration when calculating the work
time effectuated. Clockings are taken into consideration only
within the normal working time zone and inside the overtime
zones.

T NWT : represents the target or the minimum number of hours
that the employ ees have to work a day.

1 Clocking Scope : represents the period used to determine the
clockings that are used for daily calculations.. The scope can be
considered as the clocking  -filter zone for the shift.

1 Select :the option is represented by checkboxes that allows you
to delete the selected shifts.

Right above the list an overview of the shift records is available: the total

number of shifts that can be defined in the system, the number of shifts

already defined, the free records remained. A short definit ion of the shift is
displayed at the end of the list.

4.2.2. Creating a Shift

To define a shift, make sure that the Shifts  page (from the
Definitions  module) is displayed as in the following image.

The shift page is initiall y not populated with any records. The maximum
amount of shifts that can be accommodated by the iTime iTR is 35. A
status of the total/used/free records is displayed above the list of shifts.

Contact & Logout
INE & ECOLOGY
= - -

AMANO L L~ T = - ¢

Total records: 35 Used records: 7 Free records: 28
Employees Shift Hiame. ShiftCode Version UIT Zone WAT  Clocking Scope  Select

Day Shift 1 1 1/1/2005 No end date 07:30 = 21:00 06:00 00:00 + 23:58 [m}
shitts

Day Shift 2 2 1/4/2005 »No end date 07:30» 2130 0500 D0:00—» 2353 0
ShatiSehodulos) Freelance F 1/1{2005 > No end date 00:00» 2353 00:00  00:00» 2359 [m]
Departments Normal Working Day 01 3/30/2009 »Noend date \/ 08:00 » 22:00 08:00 00:00 » 23:53 (]

Weekend % 1/1/2005 -+ No end date 000 0000 2359 m}
Absence Reasons

Workplace Night W 1/1/2005 -»No end date 00:00 12:00 » 35:59 m)
Periodic Count

crioc: Soners Worplace Day wo 1/1/2005 -+ No end date 0000 00:00» 2359 ]

S The shift defines  working schedule for a single day.
Export Definitions
Holiday Calendar
Pay Groups
Workplaces
Anomalies

display the following screen:
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Save Cancel
Mame
Code
Clocking Scope 00:00 & 23594
IEE =

Marm Time oo DD% |5 used with open schedule pay group [

00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

Current Day |
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

To create a shift, take the following steps:

1 Name : enter a name for the shift. A maximum of 64 characters
can be used.

1 Code : enter a three character string for a better identification of
the shifts in reports (only a-z, A-Z, 0 -9 characters are allowed ).
The shift code is used in export reports.

9 Clocking Scope Start/End . use the arrow buttons (

increase/ decrease the existing values or simply enter the
desired values.

. - .
I Norm Time : use the arrow buttons ( w) to inc rease/ decrease
the existing values or simply enter the desired value.

-
») to

1 Is used with open schedule pay group checkbox: if checked,
the shift will be used with an Open Schedule pay group. Shifts
that are created to be used in an open schedule will have the
Norm Time = 00:00. It is compulsory to define a NWT zone,
otherwise the clockings will not be taken into consideration at
all.

Once checked, the option
checkbox cannot be

Is used with open schedule pay group
changed anymore !

To assign a clocking scop wE=),

as follows:

e start or end, click the assigning button(

The default status of the assigning button is the current day (in the
middle). The assigning button will look like this: ==

Click on the left side of the assignin g button to program the Clocking
Scope Start or End on the previous day. The assigning button will look like
this; E=lz!

Click on the right side of the assigning button to program the Clocking
Scope Start or End on the next day. The assigning button will look like
this: /=8
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After you have entered the desired values as indicated above your

screen will look approximately like this:

Save
Mame Mormal Warking Day
Code NWD
Clocking Scope 00005 _, 23594
= w|=

Morm Time DSlDDi‘ Is used with open schedule pay group [

00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

Current Day {b
00:00 0300 06:00 09:00 12:00 15:00 18:00 2000 2300

Cancel

A shift is graphically represented on three horizontal bars that can

include:

1 One normal wor king time zone (light blue);
1

3), Overtime zones (brown; maximum 3);

Core zones (red; maximum 4), Break zones (yellow; maximum

1 Rounding zones (lime green; maximum 2), Revision zones

(green; maximum 2).

Click when the mouse pointer is over the uppermost of

the three

horizontal bars of the Current day. Additional controls appear in the
lower part of the screen so you can define the normal working time.

Mame Normal Working Day
Code NWD
Clacking Scope 00:00 23598
== ]
Marm Time DB:DD% Is used with open schedule pay group []
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 2300
Current Day
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00
Zone Type Start Time  End Time
[ =t |
MNaormal Warking Time 00 23:59
= I
Add Cancel

Start

To set the start and the end of Normal Working Time use the
Time and End Time fields. Click the pa ir of digits that you want to edit

(values in

edit mode are displayed against a blue background), then
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enter the desired value. Alternatively use the spin buttons to modify
the existing values. Available values range from 00:00 the previous day
to 23:59th e next day.

After you set the start and the end of normal working time, click the
Add button to add the normal working time to the current shift.

The defined normal working time is marked in light blue as in the
following image:

Placing the cursor ov  er the NWT interval will display a tooltip, showing the
exact interval of the NWT.

00:00 03:00 06:00 0200 12:00 1500 18:00 21:00

Current Day {F—W‘J

00:00 03:00 06:00 0900 12:00 1500 18:00 21:00

[Mormal Wworking Time 08:00 -= 17:00]

Place the mouse pointer over the second of the three horizontal bars of
the Current Day and click. Additional controls appear in the lower part
of the screen so you ¢ an define the core, break and overtime zones.

Mame Normal Working Day
Code NWD

ocking See -pp = 29-5q &l
Clocking Scope oo DD!I - 2355
= =zl

Morm Time USZUD§|I Is used with cpen schedule pay group [

00:00 03:00 06:00 08:00 12:00 15:00 18:00 21:00 23:00
Current Day {b ‘
00:00 03:00 06:00 08:00 12:00 15:00 18:00 21:00 23:00
Zone Type Start Time End Time
- o000l 2350f
— HER S

Add Cancel

Open the Zone Type drop -down list and select the type of time zone

you want to set:  Core zone (default), Break zone or Overtime zone

Core time  zone is the time zone when employees are expected to be
prese nt at work. If a clocking is registered within the defined core time
an anomaly is displayed and it will be included in the anomaly report.
The core time is marked in red in the shift definition screen.

Break zone is the time zone when employee(s) can tak e the break.

The break time zone is marked in yellow in the shift definition screen.
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If the Zone Type issetto Break zone the following extra options are

available:
Zone Type Start Time End Time Type Fay Amount
Break zone 3 12:00 13:30 Open |¥ Paid ™ IZIU.SIZI!I

K=z KEE

Add Cancel

Open the Type drop -down list and select Open or Closed . Next, open

the Pay drop-down list and select Unpaid or Paid . If the Type is set

to Open , use the Amount control to set the amount of the break paid,
from 00:00 to 23:59 & this must not be higher than the break zone

duration.
Use the assigning button (/&) if the break is overlapping on two
days.

For more information regarding the day assignment rules, please read the
Day Assignment paragraph

An open break  zone is defined as a maximum amount of break time that
can be taken, while allowing flexibility for the employees to take the break
time when they desire inside the break zone.

A closed break zone implies that the entire period of the break is
considered spent in the break interval, regardless if the employee took a
smaller break or worked in this interval.

Overtime zone represents the time zone in which employees can work
extra hours. Overtime can be defined only before or after NWT. The
overtime zone is marked in brown color in the shift definition screen.
Maximum 3 over time zones can be set for each shift.

Use the Start Time and End Time fields to define the core, break and
overtime zones. Here is an example of how the defined zones might

look:
H0:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00
|
Current Day Il I I . |
|
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00
Place the mouse pointer over the lowest of the three horizontal bars of

the Current Day and click. Additional controls appear in the lower part
of the screen so you can define the rounding and revision zones:
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00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

Currert Day Il I I . \
0000 03:00 06:00 09:00 12:00 15:00 1800 21:00 23:00
Zane Type Start Time End Time  Unit Faint
-l -
Rounding zone mﬂﬂ 08:30 1o i
HEE EE

Update Remove Cancel

Open the Zone Type drop -down list and select the type of time zone

you want to set:  Rounding zone (default) or  Revi sion zone

Use the assigning button (  %/E2)) if the Rounding or Revision Zone is

overlapping on two days.

? For more information regarding the assignment rules, please read the
. Assignment paragraph

Day

upwards to the rounding unit (up to 60 minutes) depending on its position
related to the rounding point (up to 60 minutes). If the clocking falls on

A rounding zone is defined by a rounding unit and a rounding
as follows:
I Unit: Enter a value (between 1 and 60 and a divisor of 60) for each
to make calculations, i.e. if we set a 15 minutes unit, the clockings
will be rounded up or down to 15 minutes.

N 1 Point: Enter a value (between 1 and the value of the Unit) for each
time zone, which determines after how many minutes the clocking
will be rounde d up or down to the set unit. The point is always
included in the upward rounding.

Example:

back to 8:00 and a clocking at 8:02 will be rounded forward to 8:15.

the end of the revision zone depending on revision direction. Revision
direction can be either upwards or downwards

A clocking made inside a rounding zone is rounded either downwards or

the rounding point, the clocking is rounded upwards to the rounding unit.

point ,

time zone, which determines the time segment iTime iTR  will use

Unit = 15 min. and point = 2 minutes a clocking at 8:01 will be rounded

A clocking made inside  a revision zone is revised either to the start or to

Hereisan example of howa Rounding Zone might look and work:

00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

Current Day Il I N |
00:00 03:00 06:00 GQ:WW 18:00 21:00 23:00
Zone Type Start Time End Time Unit Foint
N e
Rounding zone @.DD! 09'3011 1o 5

wEE =

Update Remove Cancel
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Clockings made

in the Rounding zone will be rounded as follows:

Real clocking Rounded Clocking
09:00: T 09:04 09:00
09:05 1 09:09 09:10
09:10 1 09:14 09:10
09:15 1 09:19 09:20
09:20 1 09:24 09:20
09:25 1 09:29 09:30
Hereisan example of howa Revision Zone migh t look and work:
00 03:00 06:00 03:00 12:00 15:00 18:00 21:00 23:00
Current: Day Il I I e I
00:00 03:00 06:00 ns:z 12:00 15:00 1%@0” TR 1a:un||
Zone Type Start Time End Time Direction

Rewvigion zane

S [T =
173074 15004 [Upwardss =]

=z =z

Update Remove Cancel

All clockings made in the revision zone (17:30

T 18.00), will be used in

calculations as if were made at 18.00. If the direction had been
downwards, all clockings made in the revision zone would have been
modified as if they were made

at 17:30.

Clockings that were made in a rounding or revision zone will not actually
be modified. Rounded or revised values will be used in calculations
(Reports, Time Card, etc.) instead of the actual values.
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4.2.3.

A shift version represents a modifiable copy of the original shift or the
initial version of the shift, which can be set to be active in a specific
time interval and can be given a different set of rules regarding th

shift zones.

Each shift can have multiple versions, additional to the initial version.

When viewing the  Shifts page, the version column will display the time

Creating a Shift Version

interval of the Shift Version made active.
To add a new version to a Shift, first display the

Definitions

module as in the following image:

Shifts

page from the

TIME & ECOLOGY

AMAN

Employees
shifts

Shift Schedules
Departments
Absence Reasons
Periodic Counters
Terminal Display
Export Definitions
Holiday Calendar
Pay Groups

Workplaces

Anomalies

o

Definitions » Shifts

A | X

Total records: 35 Used records: 7 Free records: 28

Shift Name: Shift Code  Version

Day Shift 1 1 1/1/2005 -»No end date

Day shift 2 2 1/1/2005 -» No end date
Freelance F 1/1/2005 -+ No end date
Normal Working Day 01 3/30/2009 -» No end date \/
Weekend L] 1/1/2005 -»No end date
Workplace Night W 1/1/2005 - No end date
Warpiace Day wo 1/1/2005 -»No end date

The shift defines a working schedule for a single day.

HWT Zone

07:30 > 21:00

07:30 > 21:30

00:00 + 23:59

08:00 » 22:00

06:00

06:00

00:00

08:00

00:00

00:00

00:00

Clocking Scope
00:00 -» 23:53
00:00 -» 23:59
00:00 -+ 23:59
00:00 -» 23:59
00:00 -» 23:53
12:00 -+ 35:5

00:00 -» 23:59

ooooooop

Contact @ Logout

Clicking on the

version field of the desired shift will result in displaying
the list of shift versions, as in the following screen.

Total records: 35 Used records: 5 Free records: 30

Shift Name Shift Code  Version T zone: nwr
Day shift 1 1 01/4/05 »No end date: 07305 2100 0600
Day Shift 2 2 01/4/05 »No end date: 07305 2130 0600
Freelance F 01/4/05 »No end date: 00:00
No aDay 01 SEBAIGHE I 0800 2200 08:00

Clocking Scope
00:00 > 23:59
00:00 > 23:53

00:00 > 23:59

00:00 > 23:53

Ooooao

Activity period T zone WT Clocking Scope  Comment
OLan2005 > 20 Mar 203 0800 2200 080 080052200 Intalverson
0Mar 2009 SN0 enddate  0800-» 22:00 w0 o000 235 ]

oon @ et oo~

In the Shifts page, if any column is cli

cked, except the version column,

the Edit Shift page is opened with current active version selected. If there
is no active version, the initial version is displayed. If the version column is
clicked, the Shift Version List page is displayed.
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Clicking on the desired shift (except the Version column) will result in
displaying the shift details (will open the Edit Shift  page), as in the
following screen:;

Mew version Save 4 Cancel
Mame Mormal Working Day
Code 01
Version 30 Mar 2009 -> No end date [
Clocking Scape 00:00 2350 A
[« et

Maorm Time UE:DU% Is used with open schedule pay group

00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 23:00

Current Day N \
00:00 0300 06:00 09:00 12:00 15:00 18:00 21:00 2300

Click on the New Version button. A new window will appear, as in the
following image:

{2 Shift Yersion - Windows Internet Explorer

Start date 303009 [ Suppresion date H

Comment

oK Cancel

Done € Intemet F00% T

N Notice th at the new version about to be created is initially a copy of the
currently active version (the version of which interval is displayed).

Configure the new shift version, as follows:

Select the date from which this new shift version will be

Start Date active, by clicking on the appropriate ( iﬁ) icon.
Select the date from which the new shift version is no longer
active, by clicking on the appropriate ( jﬁ) icon. If no
suppression is selected, the new shift version will be active

Suppression indefinitely or until a new shift version starts (until the

Date : starting date of the new active shift version),

Note : If a certain shift is used and the current date is more
recent than the suppression date, it is possible that no shift is
assigned to the employee anymore. The previous version of
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the shift will not be re -activated, even if for that shift version
no suppression date was originally filled in.

Comment

You can fill in some details regarding this version of the shift,
for b etter identifying the shift version in the Shift Version list.

Ok/Cancel

Click the OK button to save this new version or click the
Cancel button to discard it.

Depending on the number of defined shift versions and the actual date, the
Version column from the Shifts page will display the time period of the
active version (or an icon, if there is no active version) and an icon for
specifying the number of versions, as follows:

(¥*) The icon shows that, besides the initial shift version , there are
available more than one additional shift versions (two or more shift
versions are available).

(V) The icon shows that, besides the initial shift version, there is only one
additional shift version available for the shift.

(T) The icon shows that no version is active on the current date.
Otherwise, the time period of the active version is displayed.

Examples:
Version
2T022008 -= 290252008 W+
Version
IV
There are cases when shift versions will overlap each other. In this case,

the active version will be determined based on the start date of each one:

Mo super)

| -

Wersion 1:

Wersion 2 |

Wersion 3

Result: [
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4.2.4. Editing a Shift

Editing a shift means editing either its initial version or one of its
additional versions and implies modif ying the time zones, the active
time interval, the name of the shift version or deleting one or more
defined versions of the shift. The initial version of the shift cannot be
deleted unless the shift is deleted.

To edit a shift, first display the Shifts page from the  Definitions
module as in the following image, then follow the next steps:

Contact & Logout

TIME & ECOLOGY

AMANO X = = X

Definitions » Shifts

NewsSnit | Remove
Total records: 35 Used records: 7 Free records: 28

Employees Shift Hame Shift Code  Version NUIT Zone [ Clocking Scope

Select
e Day Shift 1 1 1/4/2005 »No end date 0730 » 2100 0500 00:00 » 2353 m}

Day Shift 2 2 1/1/2005 +No end date 07:30 + 21:30 08:00 00:00 + 23:59 [m}
SIEss s Freclance F 1/1/2005 »No end date 0000 » 2355 0000 D0:00—» 2353 ]
Departments Nermal Warking Day 01 302009 sNoenddate V0800 » 2200 0800  00:00» 23:59 O

Weekend 3] 1/1/2005 -»No end date 00:00 00:00 » 23:59 a
Absence Reasons

Workplace Night W 1/1/2005 +No end date 000 1200 35 m}
Botiode Coumbrs Vorplace Day wo 1/1/2005 »No end date 00:00  00:00 > 23:58 m}
R The shift defines a working schedule for a single day

Export Definitions

Holiday Calendar

Pay Groups

Workplaces

Anomalies

1 Click on the name of the shift you want to edit then click to
display the following screen:

Mew version Save 7 Cancel
Mame Mormal Working Day
Code 01
Versian 30 Mar 2002 -> No end date [
Clocking Scope oy o 23594
=z S
Morm Time DS:DD% Iz used with open schedule pay group
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 2300
|
Current Day I |
[ | |
00:00 03:00 06:00 09:00 12:00 15:00 18:00 21:00 2300
1 Select the shift version for which you want to apply changes.
1 Make the desired changes.
1 To change the shift version data, make sure you have selected
the right version from the Version drop -down menu, then click
on the Edit version data button ( E) to display the shift

version edit window and operate the desired changes:
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Mame Might Shift
Code 2
Version [01 72n 2005 - 04 1an 2009 ~| [«

01 Jan 2005 -= 04 Jan 2008
01 Feb 2009 -» 28 Feb 2008

04 Apr 2008 = 30 Apr 2008

Clocking Scope

Start date 30001,/2008 _‘ﬁ Suppresion date :ﬁ

Comment:

Ok Cancel

i To change a time zone, click on the desired time zone and
additional editable fields will become available.

0000 03:00 0600 09:00 12:00 15:00 15:00 21:00 23:00
Current Day . I e . i
00:00 03:00 06:00 09:00 12:00 45:00 |Corezone 14:00 -3 17:00 23:00

Zone Type Start Time End Time

A= 00 =
g 17005

Core zone
(€= ]

Update Remove Cancel

version.

Excepting the shift name and the related code, all changes made in the
shift are applied only to the selected ver sion and not to all shift details.
N Please pay attention to shift versions when trying to change a shift. If the
shift has no versions attached, the changes will be applied to the initial

1 Make the desired changes, then use one of the buttons at the
bottom of the screen:

(0]

(o]

0]

1 Save:

Update : click this button to apply the changes you have
operated on the time zone. To apply the change to the

entire shift definition make sure to use the Save button
in the upper right corner of the screen.

Remove : click this bu tton to remove the entire time
zone.

Cancel : click this button to discard the operation.

click this button to save the changes made.
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1 Apply: select this option from the Save drop-down menu in

order to apply the changes made on the latest version of t
shift.

he

1 Save As: fromthe Save drop-down menu, select this option to

save the shift and all its available versions under a different
name, therefore cloning the shift with a different name. A pop
up window will prompt you to enter the name you want for t
new shift, as in the following picture:

Mame I

(a4 Cancel

4.2.4.1. Link Counters to a Shift

When editing a shift, custom defined periodic counters can be linked to
daily counters, for that specific shift.

he

Click the Link counters button in order to start the counters

assignment. In the newly displayed window, select the daily counter
you want to link periodic counters to and click its Link counters
linkage popup window will be displayed, from where you can select one
or more p eriodic counters to be linked with the selected daily counter.
For completing the assignment, click Save in each pop -up window.

]

Counter Code  Counter Duscriptin seect

link. A

For more information regarding daily or periodic counters assignment,
please read the Counte rs chapter.
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4.2.5. Removing a Shift

To remove a shift, make sure the Shifts page of the Definitions
module is displayed as in the following image:

Contact & Logout

TIME & ECOLOGY

AMANO XA = = X

Definitions » Shifts

Total records: 35 Used records: 7 Free records: 28

Employees Shift Hame: shiftCode Version AT Zone NAT  Clocking Scope  Select
e Day Shift 1 1 1/1/2005 »No end date 07:30» 2100 0500 D0:00—» 2353 m}

Day Shift 2 2 1/1/2005 +No end date 07:30 + 21:30 08:00 00:00 + 23:59 [m}
SIEss s Freclance F 1/1/2005 »No end date 0000 » 2355 0000 D0:00—» 2353 ]
Departments Normal Working Day 01 3/30/2009 »Noenddate '/ 08:00 » 22:00 08:00 00:00 + 23:58 [m}

Weekend 3] 1/1/2005 -»No end date 00:00 00:00 » 23:59 a
Absence Reasons

Workplace Night W 1/1/2005 +No end date 0000 12:00 3550 m}
BoiedeCoRs Vorplace Day wo 1/1/2005 »No end date 00:00  00:00-» 2358 m}
e The shift defines a working schedule for a single day

Export Definitions

Holiday Calendar

Pay Groups

Workplaces

Anomalies

Select the checkbox of the shift you want to remove, and click on the
Remo ve button in the upper right corner of the screen.

If the shift you want to remove is part of a shift schedule it will not be
removed and the following warning will be displayed:

Atleast one ofthe selected Shifts 15 used in a shit schedule and
cannat he deleted

oK

Click Ok to return to the  Shifts main page. You can remove the shift
from the shift schedule and then return to this page and delete it.

If the shift you want to remove is not part of a shift schedule a
confirmation dialog is displayed:

Do youwant to rermave the selected shifi(s)?

oK Cancel

Click OK to delete the selected shift(s). Click Cancel to discard the
operation.
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4.2.6.

To remove a shift version,

Definitions

Re moving a Shift Version

make sure the
module is displayed as in the following image:

Shifts

page of the

TIME & ECOLOGY

AMAN (o]

Definitions
Employees
shifts
Shift Schedules
Departments
Absence Reasons
Periodic Counters
Terminal Display
Export Definitions
Holiday Calendar
Pay Groups

Viorkplaces

Anomalies

- &

Definitions » Shifts

X

Totalrecords: 35 Used records: 7 Free records: 28

Shift Name:
Day shift 1

Day shift 2
Freelance

Normal Wiorking Day
Weekend
Workplace Night

Worpiace Day

shift Code Version

1

1/1/2005 -+ No end date

1/1/2005 -»No end date:

HWT Zone T

0730+ 2000 06:00

0730 > 2:30 0600

1/1/2005 -»No end date 00:00» 23:59  00:00
3/30/2009 » Mo end date W/ 08:00 » 22:00 08:00
1/1/2005 -+ No end date 00:00
1/1/2005 -+ No end date 00:00
1/1/2005 -»No end date 00:00

The shift defines a working sehedule for a single day.

Clocking Scope
00:00 -+ 23:59
00:00 -» 23:59
00:00 -» 23:53
00:00 -» 23:59
00:00 -+ 23:59
12:00 » 35:59

00:00 -» 23:53

Select

OoooOoooao

Contact & Logout

demo [/ Admin user|

New Shift | Remave

1. Click on the Version

versions for, as in the following picture:

Total records: 35 Used records: 5 Free records: 30

Shift Hame Shift Code  Veersion HWT Zone NWT  Clocking Scope  Select
Day Shift 1 1 01/1/05 —+No end date 07:30 + 21:00 08:00 00:00 + 23:59 O
Day Shift 2 2 01/405 > o end date 07:30 » 230 0600 00:00 » 23:59 m]
Freelance F 01/1/05 +No end date 00:00 00:00 + 23:59 [m}
Normal Working Day o1 30/3/09 -+No end date 03:00 » 2200 0&00 0000 » 2359 O
Weeke
The shf[ | v
Activity period HWT Zone T Clocking Scope  Comment
01 Jan 2005 -» 29 Mar 2009 08:00 + 22:00 08:00 08:00 + 22:00 Inttal version
30 Mar 2009 -» No end date 08:00 » 22:00 08:00 00:00 » 23:53 i ]
Dane & mmrernet F 0%

2. Click on the deletion button (

delete.

field of t he Shift you want to delete shift

EII) for all versions you want to

3. Click OK in the deletion confirmation window.

Notice that shift versions can only be deleted one at a
step 1 after each shift version deletion.

time. Repeat from
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4.3. Shift Schedules

A shift schedule combines shifts for a number of repetitive days. Each day in

the shift schedule refers to a shift definition. The number of days in a shift
schedule can vary from 1 to 35. An optional (starting) reference date is
available. This reference date allows the system to determine which calendar

date corresponds to which day in the shift schedule. The use of the reference

date is linked to the ~ way a shift schedule is assigned to an employee.

f) For details on the reference date see the Employee Linkage chapter in
. this guide.
For each day in the shift schedule, the clocking -scope zone (start and end) can

be overwritten individually. This enables the shift schedule to set the scopes of
all days consecutively, removing any gaps or overlaps between days. Note that
gaps or overlaps between days are allowed for calculation, but may result in
strange output (beca  use clockings may be used more then once or not at all).

4.3.1. The Shift Schedules Page

The Shift Schedules page allows you to define the shifts schedules
according to the needs of your company and also create shift schedule
versions.

Click the Shift Schedules option to the left of the main Definitions

page to display the following screen:

Contact @ Logout

1]
A

AMANO > Y

Employees Version

6/29/2003 » Noend date W/
Shifts

1/1/2005 -» No end date

Shift Schedules

1/1/2005 -» No end date

1/1/2005 -» No end date

1/1/2005 -» No end date

Doooooff

1/1/2005 -» No end date

The shift schedule defines a repetition pattern of shifts

The list of shift schedules is displayed. The following data is available:

1 Shift Schedule Name : this is the name of t  he shift schedule as
defined by the system administrator.

1 Version : a shift schedule version represents a modifiable copy
of the original shift schedule or the initial version of the shift
schedule, which can be set to be active in a specific time interval
and can be given a different set of rules regarding the shift
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schedule number of days. Each shift schedule can have multiple
versions. When viewing the Shifts Schedule page, the version
column will display the time interval of the active Shift Schedule

ver sion.
? For more information regarding Shift Schedule versions, please read the
= Creating a Shift Schedule Version chapter.
Active shift T A shift is active on a certain date only if it has a version

which is act ive on that date.

N Inactive shift - A shift is inactive on a certain date if it does not have any
version active on that date.

The shifts are date related, whether they are active or not.

1 Select : selection boxes that allows you to select/deselect shifts
schedules.

Right above the list an overview of the shift schedules records is available:
< total number of shift schedules that can be defined in the system, number

of shift schedules already defined, remaining free records. A short
definition of the shif  t schedule is displayed at the end of the list.

4.3.2. Creating a Shift Schedule

Note that in order to define shift schedules you first need to define shifts.
See the Creating a Shift chapter for details.

? The maximum amount of shift schedules that can be accommodated by
iTime iTR is 40. A status of the total/used/free records is displayed above
the list of Shifts.

To define a shift schedule, make sure the Shifts Sched ules page is
displayed as in the following image.
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Contact  # Logout
= 4
AMANO R om | B X
Definitions » Shift Schedules
Total records: 40 Used records: 6 Free records: 34
T— s =
Daily Schedule 6/28/2009 » Noend date \/ [m]
Freelance 1/1/2005 — No end date [m}
Sttt Schocilos part-time 1 1/1/2008 - No end date [m]
Departments Part-time 2 1/1/2005 -» No end date [m]
Workplace Day 1/1/2005 - No end date [}
Workplace Night 1/1/2005 - No end date (]
Periedic Counters The shift schedule defines a repetition patiern of shifts
Workplaces
Click on the New shift schedule link at the top right of the page to
display the following screen:
Save Cancel
Name Reference Date i)
Number of days 7
Is used with open schedule paygreup [
Day Assigned Shift NWT Zone NWT Clocking Scope  Overlap Info  Overwritten Scope
\ o o
\ Y] o
s || | o
\ Y o
\ Y o
s | g u
7 vl i

= =4

Name : enter a name for the shift schedule.

Reference Date : it allows the system to determine which
calendar date corresponds to the first day in the shift schedule.

The use of the reference date is linked to the way a shift
schedule is assigned to an employee.

Number of days : represents the number of days that compose
the shift schedule. Each day of th e shift schedule can contain
different shifts. Days can be added or removed from the shift
schedule, by changing the number of day value.

Is used with open schedule pay group checkbox: if checked,
the shift schedule will be used with an Open Schedule pay
group. Shifts that are created to be used in an open schedule

will have the Norm Time = 00:00.

Once checked, the option Is used with open schedule pay group
checkbox cannot be  changed anymore !
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After entering a number of days, you must either click el sewhere or press
the TAB key (to defocus the field) in order for the Apply / Cancel buttons
to appear. Click the  Apply button to apply the change (the table of shifts
N will be updated immediately) or Cancel to abandon.
Mumber of days 4 Apply Cancel

Click the drop -down list of the  Assigned Shift field to display a list of
all the shifts defined and select one for the day 1 of the shift schedule.
Repeat for all the schedule days.

The following data is available for each day of the shift schedule:

f
f

NWT Zone : this fiel d displays the normal working time zone
corresponding to the active version of the selected shift.

NWT : this is the normal working time interval or target, as
defined for the active version of the selected shift.

Remark: In the shift definition itself this is referred to as "Norm
Time".

Clocking Scope : this is the clocking scope defined for the
active version of the selected shift.

Overlap Info  : this field indicates there is a gap or an overlap
between two consecutive shifts or if two shifts cover the same
time interval. Place the mouse cursor over the icon to display
the gap/overlapping info as in the following image:

Overlap
Info

Overwritten Scope

b 07:304 [19:30%
i

i Overlap info

There iz a gap betvween day 2
and day 3

Overwritten Scope : allows you to overwrite the clocking scope

for the selected shift. If the clocking scope is the original one,

the Set button is available. When you click the Set button, the
start and the end of the new scope can be edited (default values

are clockings scope values of the shift). To return to the original

scope of the shift press the Reset button.

Click on the Set button and then use the spinner buttons ( ﬁ) to
change the start time / end time of the new clocking scope. Use

the day assigning button ( #I&E*]) to assign the start time / end
time of the new clocking scope for the desired day (Previous

day, Current Day, Next Day). You can use these fields to correct

the gap or overlap of two consecutive shifts.

For more information regarding the assignment rules, please read the Day
Assignment paragraph
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Click on the del etion button ( H) to remove the particular shift from the

Shift Schedule . A confirmation screen is displayed. Click OK to proceed
and remove the selected day from the shift schedule. Click Cancel to
discard the operation.

Note that the ent  ered values in the  Overwritten Scope will overwrite the
shift clocking scope values for the current shift schedule.

After you have selected the desired shifts the Edit Shift Schedule
page will look similar to the following image:

New version Save e Cancel

Name  Daily Schedule Reference Date o1ens B
Version 28 Jun 2002 - Mo end date [&

Number of days 7

Is used with open schedule pay group

Day Assigned Shift VT Zone: WWT  Clocking Scope  Overlap Info Overwritten Scope

1 |Mormal Working Day w|| 03:00-» 2200  08:00 00:00 -+ 23:59 set W
2 |Mormal Working Day | 08:00» 22:00 08:00 00:00 » 23:59 set W
3| Nermal Working Day v| 08:00s 2200 0800 00:00 % 23:59 st W
4 |Marmal Working Day v 02:00-» 2200  08:00 00:00 - 23:59 set | W
5 | Mormal Working Day v| 08:00» 2200  08:00 00:00 » 2359 set W
& |Weekend A 00:00 00:00 » 23:59 set
7 |Weekend v 00:00 00:00 » 23:59 st O

To save the shift sc hedule click the  Save button in the upper right
corner of the screen.
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4.3.3. Creating a Shift Schedule Version

A shift schedule version allows you to specify multiple time intervals for
which the shift schedule will be active.
To add a new shift schedule version, first display the Shifts Schedules

page from the Definitions  module as in the following image:

Contact @ Logout

TIME & ECOLOGY

AMANO o T — | B 4

Definitions » Shift Schedules

New Shift Schesule | Remove

Total records: 40 Used records: 6 Free records: 34

Employees Shift Schedule llame Version Select
Daly Scheclie 6/25/2009 > Noend date \/ [m]
shifts
Freelance 1/1/2005 — No end date [m}
Shift Schedul
et Part-tine 1 1/1/2005 - No end date [m]
e Part-tine 2 1/1/2005 - No end date [m]
Workplace Day 1/1/2005 - No end date m]
Absence Reasons
Workplace Night 1/1/2005 - No end date m]

Fanris e The shift schedule defines a repetition pattern of shifts.
Terminal Display
Export Definitions
Holiday Calendar

Pay Groups

Workplaces

Anomalies

Click on the desired shift schedule displayed in the list, for which you
want to add a new version. The following screen will be displayed:

Name Daily Schedule Reference Date onens
Version 29 Jun 2009 > No end date &

Number of days 7

Is used with open schedule pay group

Day Assigned Shift NWT Zone NWT  Clocking Scope Overlap Info Overwritten Scope
1 |Nnrma\\fv’urmug Day v\ 08:00 -+ 22:00 08:00 00:00 » 2358 set 1
2 |Nurma\\f~'orkmg Day v‘ 08:00 » 22:00 08:00 00:00 -» 23:53 st W
3 |rxmrma\vu'urmg Day v\ 08:00 » 22:00 08:00 00:00 » 23:5% set | W
4 |Nnrma\\fv’urmug Day v‘ 08:00 + 22:00 08:00 00:00 » 2359 set
5 |Nurma\\fu'ormng Day v‘ 08:00 » 22:00 08:00 00:00 » 23:59 set |
5 [Weekend v 00:00 00:00 -5 23:53 set | H
7 |\NEEkEHd V‘ 00:00 00:00 » 2359 Set m
In the Shifts Schedule page, if any column is clicked, except the version
column, the Edit Shift Schedule page will be opened with the current
active version selected. If there is no active version, the initial version will
be displayed. If the version column is clicked, the Shift Version List page

will be displayed.

When a shift schedule is modified, the interface will not allow for a new
version to be created (the New Version button will be disabled), unless
the shift schedule is saved first.

Click on the New Version button, located in the right upper corner of
the screen. The following screen will be displayed:
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_ﬂ ShiftSchedule Version - Windows Internet Explorer Elﬁl@
v

€

Start date 08/04r2008 H Suppresion date it

Comment :

oK Cancel

Done & Internet F100% -

Notice that the new version about to be created is initially a ¢ opy of the
currently active version (a new period version).

Configure the new shift schedule version, as follows:

Select the date you wish this new shift schedule
Start Date version to be active, by clicking on the appropriate
(E) ico n.

Select the date you wish this new shift schedule
version to be deactivated, by clicking on the
appropriate ( ﬁ) icon. If no suppression is selected,

Suppression . i . .
bp the new shift schedule version will be active

D : . - . . .
ate indefinitely or until a new shift schedule version
starts (until the start day of the new active shift
schedule version).
You can fill in some details regarding this version of
Comment :
the shift schedule.
Click the OK button to save this new version or click
Ok / Cancel

the Cancel button to discard it.

Depending on the number of defined shift schedule versions and the

actual date, the  Version column from the  Shifts Schedule page will
display the time period of the active version (or an icon, if there is no

active version) and an icon suggesting the number of versions, as
follows:

(¥*) The icon shows that, besides the initial shift schedule version,
there are more than one additional shift schedules versions available
(two or more shift versions are availab le).

(V) The icon shows that, besides the initial shift schedule version,
there is only one more additional version available.

(T) The icon shows that on the current date, no version is active.
Otherwise, the time perio  d of the active version is displayed.
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Examples:

Version

270252008 -= 29022008 W

Version

E VvV

The initial shift schedule version cannot be deleted and also the deletion
icon will not be displayed.

Active shift T A shift is active on a certain date only if it has a version
N active on that date.

Inactive shift - A shift is inactive on a certain date if it does not have any
versions active on that date.

The shifts are date related, whether they are active or not.

4.3.4. Editing a Shift Schedule

To edit a shift schedule make sure the Shift Schedules page is
displayed as in the following image:

Contact @ Logout
TIME & ECOLOGY

AMANO o T — | B 4

Definitions » Shift Schedules

New Shift Schadule | Remove

Total records: 40 Used records: 6 Free records: 34

Employees Shift Schedule llame Version Select
Daly Scheclie 6/25/2009 > Noend date \/ [m]
shifts
Freelance 1/1/2005 — No end date [m}
Shift Schedul
e Part-tine 1 1/1/2005 -+ Noend date (]
Tormmene part tine 2 1/1/2005 5 No end date (]
Workplace Day 1/1/2005 - No end date m]
Absence Reasons
Workplace Night 1/1/2005 - No end date m]

Periedic Counters The shift schedule defines a repetition patiern of shifts
Terminal Display

Export Definitions

Holiday Calendar

Pay Groups

Workplaces

Anomalies

Click the shift schedule (anywhere but the version column) you want to
edit. The following window will be displayed
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New version Save % Cancel

Name  Daily Schedule Reference Date otier09 B
Version 29 Jun 2008 -> No end date &

Number of days 7

Is used with open schedule pay group

Day Assigned Shift NWT Zone WAT  Clocking Scope  Overlapinfo Overwritten Scope

+ [ Normal Working Day v| 03005 2200 0800 00:00 23:5 set | W
2| Normal Warking Day v| 03005 2200 0800 00:00 s 23:5 set T
3 | Normal Warking Day v| o800 2200 o800 0000 » 235 set | W
4 [ Normal Working Day v| os:00s 2200 08:00 00:00  23:59 set T
5 [Normal Working Day v os:00s 2200 08:00 00:00 » 23:59 set W
6 |Weekend v| 00:00 00:00 -» 23:59 set 1T
7 |\Neekend v| 00:00 00:00 + 23:59 S

Make the desired changes to the selected shift schedule (make sure
you have selected the right version for the changes to be applied), then
click the Save/Save As button.

4.3.5. Removing a Shift Schedule

To remove a shift schedule make sure the Shift Schedules page is
displayed as in the following image:

Contact & Logout
TDME & ECOLOGY

AMANO =TI T — B 4

Definitions » Shift Schedules

New Shift Schedule | Remove

Total records: 40 Used records: 6 Free records: 34

Employees Shift Schedule llame Version Select
Daly Scheclie 6/20/2009 +Noend date \/ [m]
shifts
Freelance 1/1/2005 — No end date [m}
Shift Schedul
11 sehedules part-time 1 1/1/2008 - No end date [m]
T part tine 2 1/1/2005 - No end date O
Workplace Day 1/1/2005 — No end date [m}
Absence Reasons
Workplace Night 1/1/2005 — No end date [m}

Ferrt s Er e The shift schedule defines a repetition pattern of shift.
Terminal Display
Export Definitions
Holiday Calendar

Pay Groups

Workplaces

Anomalies

Put a mark in the checkbox of the shift schedule you want to delete,
and then click the  Remove button from the upper right corner of the
scre en.
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New Shift Schedule | Repove

Total records: 40  Usedrecords: 6 Free records: 34

Shift Schedule Name Version Select

Daily Schedule 6/29/2009 = No end date W .|

Freelance 1/1/2005 — No end date F

Part-time 1 1/1/2005 —» Mo end date

Part-time 2 1/1/2005 —» No end date [F]

Workplace Day 1/1/2005 — No end date B

Workplace Might 1/1/2005 —» Mo end date [F
The shift schedule defines a repetition pattern of shifts

If one of the shift schedules about to be removed is used for one or more

employees, the system will display a message and prompt for a deletion

N confirmation. If the shift schedule is used, removing it will cause the
deletion of all assignments of the deleted shift sch

shift schedule assignmento comment wi |

who use this shift schedule.

4.3.6. Removing a Shift Schedule Version

To remov e a shift schedule version make sure the
page is displayed as in the following image:

Shift Schedules

Contact & Logout
TIME & ECOLOGY

AMANO N o | B X

Definitions » Shift Schedules

Total records: 40 Used records: 6 Free records: 34

Employees Shift Schedule Name Version

Select
Daily Schedule 6/29/2009 +Noend date W/ O
Shifts
Freelance 1/1/2005 -» No end date m]
Shift Sehedul
= e = Parttime 1 1/1/2005 - No end date m}
Departments Part-time 2 1/1/2005 -» No end date (]}
Workplace Day 1/1/2005 -» No end date m]
Absence Reasons
Warkplace Night 1/1/2005 -» No end date m]

Reriodic Courrlers The shift schedule defines a repetition pattem of shifts.
Terminal Display
Export Definitions
Holiday Calendar

Pay Groups

Workplaces

Anomalies

1. Click on the Version column of the Shift Schedule you want to
delete versions for, as in the following picture:
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Totalrecords: 40 Usedrecords: 6 Free records: 34
Shift Schedule Name Version Select
Daily Schedule 6/23/2009 — No end date O
Freelance 1/1/2005 - Mo end date O
Part-time 1 1/1/2005 = Mo end date
Part-time 2 1/1/2005 -» No end date O
Workplace Day 1/1/2005 = Mo end date O
Workplace Night 1/1/2005 = No end date O

The shift schedule defines a repetition pattern of shifts.

2. Click on the deletion button ( F:'I) for all versions you want to
delete.

@ reret Hwn -

3. Click OK in the deletion confirmation window.

Notice that shift schedule versions can only be deleted one at a time.
N Repeat from step 1 after each shift version deletion. Remem ber that the
initial version cannot be deleted.
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4.4. Departments

This chapter helps the user(s) to define the organization of the company
departments or to edit the existing ones.

4.4.1. The Departments Page

To display the Departments page make sure the  Definitions module
is selected, then click on the Departments link in the side menu. The
Departments page will be displayed as in the following image:

Contact & Logout
P o ==
e Development 1 [m]
m 2 O
Departments Payments 4 O
Absence Reasons Sales ¢ o
Support 5 (m]
Periodic Counters EZz:ner:2::1;1(;:,::&;::;n:&ed'e?:;‘etsan be usedin the curriculum definition. The
Initially, the list is empty. To add departments, click on the New
Department link:
New Department
No department defined.
The department names defined here can be used in the curriculum definition. The
department ID is an optional reference
The following items of information are available:
1 Department Name : the name of the department as defined by
the wuser(s); it can have maximum 20 alphanumerical
characters.
1 Department ID: represents a code of maximum 10

alphanumerical characters. This code is optional, used mainly in
export reports.

1 Select : selection boxes. Depending on the selection(s) made,
clicking on the Remove button, located in the top right side of
the screen, will resultin re moving the selected departments.

Right above the list an overview of the department records is available:
1 Total records : represents the total number of departments
that can be defined in the system. The maximum number is 99.
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1 Used records : represents the n umber of departments already
defined by the user(s);

1 Free records : represents the number of records remained
unfilled. A short guidance in how to use the departments is
displayed below the list.

4.4.2. Creating a New Department

In order to create a new department, make sure the Departments
page is displayed as in the following image.

Contact & Logout
TIME & ECOLOGY
= ¢
AMAN R o | =X
Definitions > Departments
New Dagarment | Ramave
Total records: 99 Used records: 6  Free records: 93
Employees Select
Development 1 O
shifts
m 2 O
shift Schedules J— 5 o
Departments Payments 4 O
Sales 6 (m]
Absence Reasons
Support 5 m]
Periodic Counters The department names defined here can be used in the curriculum definition. The
department ID is an optional reference.
Terminal Display
Export Definitions.
Holiday Calendar
Pay Groups
Workplaces
Anomalies
Click on the New department link at the top right of the page to
display the following screen:
Total records: 99 Usedrecords: 5 Free records: 94
Department Name Department 1D Select
Development 1
m 2
Operations 3
Payments 4
Support 5
I ] [ ] Save Cancel
The department names defined here can be used in the curriculum definition. The
department 1D is an optional reference

Enter a name and an ID for the new department. The ID code is
optional. Click Save to add the new department to the system or
Cancel to abort the task. If the changes were saved, the new
department will be added to the list of existing departments (if any),
ordered alphabetically. Repe  at the procedure presented above to define
other departments.
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4.4.3. Editing a Department

Click on the name of the department you want to edit. The following
screen is displayed:

Total records: 99 Usedrecords: 5 Free records: 94

Department Name Department 1D Select
[pevelopment ] [ ] Save Cancel
(1] 2

Operations 3

Payments 4

Support 5
The department names defined here can be used in the curriculum definition. The
department ID is an optional reference

Enter a new name or a new | D, by simply rewriting it. Click Save to
add the new department to the system or Cancel to abort the

operation. If the changes are saved, the department list will be
displayed with the new name for the edited department.

4.4.4. Removing a Department

Make sure the Departments page of the Definitions module
displayed.
New Department | R;-{wt:;j-;

Total records: 99 Usedrecords: 6 Free records: 93

Department Hame Department ID Select

Development 1 F

m 2

Operations 3 |:|

Payments o D

Sales & F

Support 5 |:|

The department names defined here can be used in the curriculum definition. The

department ID is an optional reference

Select the department(s) you want to remove from the list, then click
on the Remove button in the upper right corner of the screen. Click
OK in the confirmation window if you want to finalize the deletion, or
Cancel to abort the task.

Do you want to remove the selected department(s)?

Cancel

The department list will be updated and it will not contain the removed
department.

To select or deselect all departments for removal, click on the

the checkb oxes head column.

Select
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45. Absence Reasons

An absence reason is used to indicate that an employee was absent for a
specific reason as holiday, business trip, training etc. You can define a list of
maximum 60 absence reasons, suitable to yo ur organization. An absence
reason is associated to a code and a color for a quick highlighting.

45.1. The Absence Reasons Page

To display the Absence Reasons page make sure the Definitions
module is selected, then click onthe Absence Reasons link in the side
menu. The Absence Reasons page is displayed.

Anomal

Authorized AT | [ (m]
shirt:

Business Trip BST | c (m]
shift Schedules

Holiday HOL C a
Departments Legal Holiday i3 C m]
e Maternity Leave M ] c O

Medical Leave. MED [ O
Periodic

Parental Leave PL [+ [m]
Terminal Dispiay Training T c o
Export Definitions Unpaid Holiday w I [ [m]

Unpaid Holiday for Graduation UHG C (m]

it

Holiday Calendar

Pay Groups

Workplaces

lies

Contact @ Logout

amano [ I IR

Totalrecords: 60 Used records: 10 Free records: 50

i

Description Code Color Counter link UseinOT Usein BAL

An absence reason will be used to indicate on an employee’s time card that he of she was absentfor a specific reason.

The list of absence reasons is displayed. Initially, the list of shift
schedules is empty. The following data is available:

f
f

Description : the name/descrip tion of the absence reason as
defined by the system administrator;

Code: a code assigned to the absence reason by the system
administrator;

Color : a color selected for the absence reason by the
administrator;

Counter link  : it displays whether the absence reason is linked
to any of the defined periodic counters. If a single linkage is

defined for an absence reason, this ( C) icon will be displayed in

the Counter Link column. If multiple linkage is defined, the ( C"')
icon will be displayed in the Counter Link ¢ olumn;

Use in OT checkbox : if the option is checked, the absence
duration will determine the right for overtime. Examples: a
prolonged business trip, a longer training, etc.

Use in BAL checkbox : if the option is checked, the absence
duration will have impa ct on balance calculation or can
participate to attain weekly target (cumulated normal hours), in

case of using an  Open Schedule pay group. Due to some legal
provisions or company specific rules, some absences should be

74



iTmeiTRv4. 2

referred at, and in consequence paid , as worked time.
Examples: legal entitlements, business trips, training, etc.

Use in OT option can be used only if Use in BAL is also checked. The logic
is that overtime can occur only when the balance is positive. If the
condition is not fulfilled, an error message wi ||
combination "Usein OT" - Not " Use in BAL" is not

apg
ac

1 Select : selection boxes that allow you to remove one or more
absence reason, depending on boxes selected.

Right above the list an overview of the absenc e reasons records is
available: total number of absence reasons that can be defined in the
system, number of absence reasons already defined, remaining free
records. A short definition of the absence reason is displayed below the

list.

45.2.

To create a new absence reason make sure the
page is displayed.

Creating a New Abse nce Reason

Absence Reasons

Contact @ Logout

Definitions » Absence Reasons

Total records: 60 Used records: 10 Free records: 50

Employees

Holiday Calendar

Pay Groups

Workplaces

Anomalies

Description Code Color

An absence reason will be used to indicate on an employee's fime card that he or she was absent for a specific reason.

Authorized AuT ] C [m]
shifts

Business Trip BST | C [m]
shift Schedules

Holiday HOL C [}
Depariments Legal Holiday LEG C [m]

MedicalLeave D c O
Periodic Counters

Parental Leave n c o
Terminal Display J— T c O
Export Definitions Unpaid Holiday up I c (]

Unpaid Hoiday for Graduation ure c O

Click on the

New absence reason

page. The following screen is display ed:

edta indicate on an emploree's Sme cand that e

link at upper right corner of the
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Enter a unique description in the Description box 8 up to 64
characters (Unicode). If required, enter a code in the Code box 0 up
to 16 characters (ASCII). Open the Color drop -down panel and select a
background color to display on timecards and repo rs.

Select the Use in BAL checkbox, if you decide that the absence
duration should have impact on balance calculation. The absence
duration can also be added to overtime calculation, by checking the
Use in OT option.

Use in OT option can be used only  if Use in BAL is also checked. The logic

is that overtime can occur only when the balance is positive. If the

condi tion i s not fulfilled, an error
combination "Use in OT" -Not "Use in BAL" is not ac

Click the Save button to save the new absence reason, or click the
Cancel button to cancel the task.

Once the new absence reason is created, clicking on its counter link will
result in displaying a periodic counter linkage window from where you
can link the absence  reason to one or more periodic counters, as in the
following picture:

Click the Save button to save the linkage, or click the Cancel button to
discard the operation.

For more information regarding daily or periodic counters assignment,
please readt he Counters chapter.
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