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Minimum & Optimum System Requirements  

TimeSource Complete is written in Microsoftôs Access Database.  In order to achieve satisfactory operating results please 
see to it that your system adheres to the following:  

 
System Requirements  

 
Base System     

IBM compatible PC with Windows 2000/XP/Vista operating system 

CD ROM Drive ï 2x or greater 
Ability to print ï local or network printer must be installed  

*A Modem is required if your Employee Time Clock has the Modem option 
 

Resource  Minimum  Optimum  

RAM 32 megabytes 128 megabytes 

Hard Disk ï available space 100 megabytes 200+ megabytes 

 

Additional Recommendations  

A connection to the Internet (highly reco mmended) 
A quality surge protector with phone line surge protection for your PC and your Employee Time Clock.  For minimum 

protection Icon Time Systems recommends the Belkin MasterCube.  For optimum protection the PowerVar Model ABC065-
II or higher is reco mmended.   

 
 
Installation  

Employee Time Clock Quick Setup  

Be sure to have your Employee Time Clock using the provided DC power supply. This quick setup only addresses Date & 

Time, Daylight Savings, and Clock ID. Please refer to the Employee Time Clock Data Terminal Appendix for a complete 
reference. 

 
The following functions are accessed using the Employee Time Clock Supervisor Mode .  To enter into Supervisor 

Mode  press the lock key  in the lower right hand corner of the keypad.  You will be prompted for your supervisor 

code.  This code is set by default to be 00 00 00 (You many change this code to be any six -digit code of your choice at a 
later time).  Press the 0 key six times to enter in  this code.  You will now be in supervisor mode.  Follow the instructions 

below, remaining in Supervisor Mode to configure your clock. 
 

When in Supervisor Mode use the   and  arrow keys to move from one menu to the next.  Press enter  to select a 
specific function, then use the up  and down  keys to scroll the blinking field to the value you desire.  Pressing enter  will 

advance you to the next field, pressing clear  will step you back to the previous field.  

 
To exit Supervisor Mode press clear  until your unit reads the day of week and time of day on the top line of the display.  

The bottom line will usually read ENTER ID NUMBER. 
 

Date and Time  

When in supervisor mode scroll the display to show SET DATE & TIME . Press enter  to begin editing the time,  
using the procedure above set the time of day.  You have edited all fields once your display has returned to reading           

SETDATE & TIME.  
 

Chapter 1 -  Getting Started         
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Daylight Savings  
This function determines if your terminal will automatically adjust time for daylight savings changes.  If your region is 

affected by daylight savings leave this function set to its default of Yes.  Otherwise use the above procedure to set this to 
be No . 

 

Clock ID Number  
This function sets a unique two-digit number to identify this clock in the TimeSource Complete software.  If you have only 

one clock this can be left at its default value of 01.  If you use multiple cloc ks use the above procedure to set this number 
to a unique value.  

 
   

Running TimeSource Complete  

From your Windows desktop click on the Start button  

Select Programs > Icon Time Systems > TimeSource Version 7 
Click on TimeSource Version 7 

 

Note:  Microsoft Vista users must run TimeSource Complete as the administrator.  To run TimeSource Complete as the 
administrator click on the Vista Start button>All Programs>Icon Time Systems.  Then right click on TimeSource V7 and 

left click on the ñRun as Administratorò option.  To permanently set the software to run as the administrator right click on 
TimeSourceV7 and select the ñPropertiesò option.  On the ñShortcutò tab click on the ñAdvancedò button.  In the 

Advanced properties window check the ñRun as Administratorò check box.  Click Okay to save the settings.   
 

The first time you run TimeSource Complete, the system 

will need to ask where your main database is located.  
Using the dialog ñSelect Main Dataò, navigate to the 

location of your main database file, ñTsdataV7.mdbò. If 
you are operating on a single computer, you will find that 

file in the TSourceV7 directory.  If you are operating on a 

workstation and have the data on a server, use the dialog 
box to navigate to the server and locate TsdataV7.mdb. 

 
When you see TsdataV7.mdb, click on it and then click on 

the Open button.  

 
Please store your TimeSource Complete CD and sleeve in 

a safe place.  Your TimeSource Complete CD and option 
code may be needed for updating. 

 
Once you have entered the proper Option Code you will be greeted with the following screen.  

 

 
 

 
 

 

 
 

 
 

 
 

Launch TimeSource Complete  by clicking the Start button  on the screen. 

 
 

This 
window 

displays 
the 

version 
and serial 

number 

for your 
software 
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Configuring TimeSource Complete  

TimeSource Complete provides access to its features via the main menu and the TimeSource Complete Switchboard  
shown below. 

 

Configure TimeSource Complete for your business by selecting Edit  from the menu bar below or by pressing a button in 
the Edit  group on the Switchboard. 

 

 
 
 
 
 
 
 
 
 

 
 

 

 
 

From the Edit  menu configure the following screens in order as listed below and your installation should be a snap.  
 

Edit Time Clock Rules  ï setup your pay rules, overtime and more  

Edit Clocks  ï name clocks and select communication methods 
Edit Departments ï name departments; qualify lunch  rules and more  

Edit Employees  ï add employees, assign departments & wages  
 

TimeSource Complete features full on screen help throughout the program.  Click the Help  from the menu bar to  access 

on-line help.   
 

When you are finished configuring your system make an immediate backup (File  -  Archive ) to safeguard your data. 

 
 
TimeSource Complete Screen Tools  

Here are a few of the more common ones you will find used throughout the program.    

 
Insert New Item (employee, department, clock, etc).  Click to add a new item.  

 

 
 

Delete An Item (employee, department, clock, etc).  Click to ódeleteô the selected item.   
 

 
Print Screen  button.  Click on it this when you want to print a screen.   

 
 

Arrow buttons move you through items such as employees, departments, etc.  Use the inside arrows to 

move a record at a time, the outside arrows take you to the beginning or end of the data.  
 

Additional buttons will be explained as your installation progresses.  
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Edit Time Clock Rules by filling in the fields starting with pay period, etc.  Use the  button to make your selections in 

many fields.  For boxes  requiring checks use the mouse or space bar to toggle yes / no responses.  Fields requiring 

numerical input may be filled in as you proceed. Enter 6 digits for date fields: 05/09/00. Tab to advance fields. NOTE: If 
you have configured Windows to display the year in a four -digit format it will also appear that way in TimeSource 

Complete data fields and on reports.  

 

 
 
 
Pay Period  

Click on the  button and select your payroll period from the preinstalled list.  Choices are weekly, biweekly, semi -

monthly, monthly, and custom  date range. New pay periods are normally started at the end of the polling  routine.  It is 
not necessary to re-enter new dates each time. 

 
 
Payroll From  

Enter the beginning date of your current payroll period. The ending date w ill automatically be posted according to the 
payroll period you select. 

 
 
Week Start  

Use the  button to select the day  you use to begin your week. Weekly overtime will reference this field as itôs beginning 

day. 

 
 
Day Start  

Enter the day change time.  If you have a shift starting at midnight it is recommended that you set this value at 1:00am.  

Keep in mind that calculated hours for each punch pair are posted to the day of the initial In punch.  

 

Chapter 2 ï Time Clock Rules          
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Overtime Rules: How The y Work  

TimeSource Complete allows you to establish 2 rates of overtime for a wide variety of applications.  Simply stated, 
Overtime multiplier rates, such as time and a half, apply to the pay rate in effect at the time the overtime occurs.   For 

instance, if an employee were receiving $10.00 per hour as his regular wage plus .20 per hour as a shift differential  his 

effective hourly rate would be $10.20.  If he then qualifies to receive Overtime 1 at a ra te of 1.5x his pay rate would be 
$15.30 per hour.  Keep in mind employees may only receive one overtime rate at any given time.  As an example they 

cannot receive Overtime 1 for over 40 hours per week if they are already receiving Overtime 1 as a daily  rule.   
 

NOTE: Do not confuse Overtime with Shift Differentials , see the Edit Departments list on page 15, to establish Shift 
Differentials and assign departments to overtime rules.  

Standard Overtime Rules: Weekly and Daily 

 
Overtime  1 
Enter the hours you use to track Overtime 1 for weekly and daily  periods. Enter the pay rate multiplier you wish to 

calculate Overtime 1 at, i.e., 1.5, 2.0, etc.  NOTE: Enter zeros if you do not use Overtime 1. 

 
 
Overtime  2 
Enter the hours you use to track Overtime 2 for weekly and daily  periods. Enter the pay rate mult iplier you wish to 

calculate Overtime 2 at, i.e., 2.0, 2.25, etc. NOTE: Enter zeros if you do not use Overtime 2.    

 
 

Custom Overtime  
Click on the Custom buttons to access this screen.  Custom Overtime rules are available at 

Overtime 1 and Overtime 2 rates.  You may elect to use any combination of the available fields.  

Use your mouse and tab key to move from one field to the next.  Use the  buttons to select 
data choices in those fields.  To delete a custom overtime click on the button located at the extreme left end of the line, 

then press the delete key. 
 

 

 

Overtime  by Date Example:  You wish to pay Overtime 1 on Christmas Eve beginning at 5:00pm and continuing 
through the  rest of the evening.  Anyone who clocks IN between 5:00pm and 11:00pm would receive overtime 1 until 

they clocked OUT.  Using our example, if someone clocked in at 8:00pm and clocked OUT for lunch at 12:00am they 
would receive Overtime 1.  However if they clocked back in at 12:30am it would be past the established In Time Range 

and they would no longer qualify for Overtime 1.  Therefore you should always set your Time Range to allow for manual 

Lunch punches.  (Or use automatic lunch deducts.) 
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Sign-In time means just that. In order to receive custom  overtime the employee must sign IN during the time range you 

establish, whether it is by Date, Day of Week, or Time Range. It will NOT occur automatically if he is a lready there. If an 
employee is to receive overtime and he is already at work, he must clock OUT and then back IN during the Sign -In zone 

for it to apply.  

 
 
Overtime  by Day of Week Example:  Use the Arrow  button to select the specific day  of the week you wish to pay 

Overtime 1.  You may elect to pay overtime all day long or a time range within the day  
 

 
Overtime  by Time Range Example: Use this field to apply Overtime 1 rules for specific time periods that occur d aily.  

In our example employees who clock IN between the hours of 12:00am and 7:00am would receive OT1. You should 
always establish the Time Range parameters so that they fall outside of the actual start of shift time.   

 

 

Warning  

TimeSource Complete uses Warning field values to determine when exceptions to 

normal punch patterns have occurred.  IN / OUT punch pairs equaling less time 

than the Less  value or greater time than the Over value are flagged with a W warning symbol. Typical values would be 
Less: 1  and Over: 14 .  Using these values, TimeSource Complete would flag In / OUT punches less than 1 hour apart or 

greater than 14 hours apart as exceptions. You may view flagged punches in the Punch Edit screen or obtain an 
Exception Report listing them. Type in the values you wish to use for this feature.  

 
 

Rounding  

Use the Arrow  button to select None, Quarter Hour, Slant Hour or Tenths.  If you have 

installed the custom rounding option, it will also be on this list  See your Icon Time dealer 
for pricing of this module..  

 

The Rounding rule selected affects all punches system wide. 
 

Definitions and Examples:  

None:   (No rounding) Accumulates 100% of all  time registered on the clock, calculates totals to 1/100 th of an hour.  
 

Quarter Hour:  Rounds and calculates punches from nearest quarter of an hour, with the split occurring in the middle of 
each quarter hour.  Often referred to as 7/8 rounding.  

 

To illustrate:  7 minutes 59 seconds rounds back.  
 8 minutes 00 seconds rounds forward. 

  
Example  A punch at 7:52am would calculate as 7:45am 

 A punch at 7:53am would calculate as 8:00am 

 
Slant Hour:   Quarter hour rounding similar  to above except the break point occurs on the 5 th minute or 10 th minute, 

depending on whether it is an IN punch  or an OUT punch.  (10/5 split on IN punch, 5/10 split on OUT punch.)  
 

To illustrate:  4 minutes 59 seconds rounds back.  
 5 minutes 00 seconds rounds forward. 

  

Examples: An IN punch at 7:49am would calculate as 7:45am.  
 An IN punch at 7:50am would calculate as 8:00am 

  
 An OUT punch at 5:09pm would calculate as 5:00pm.  

 An OUT punch at 5:10pm would calculate as 5:15pm.  
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Tenths Hour:   Tenths of hourôs calculation, no rounding occurs.  This selection calculates punches from the tenth hour 

point and advances each six minutes. 
 

 

To illustrate:  Minutes 10th  Minutes 10th  
 00-05  =  .0 30-35 =  .5 

 06-11 =  .1 36-41 =  .6 

 12-17 =  .2 42-47 =  .7 

 18-23 =  .3 48-53 =  .8 

 24-29 =  .4 54-59 =  .9 

     
Example: An IN punch at 7:30am would calculate as 7.5am 
 An OUT punch at 4.05pm would calculate as 4.0pm 

 
Custom:   If you have the Custom Rounding module installed, then press the Customize button to define your rounding 

rules. 
 

 
 

 
 

The example shows IN punches from 45 minutes after the hour to 5 minutes after the hour being rounded to the hour, 
and OUT punches from 55 minutes after the hour to 25 minutes after the hour being rounded to the hour.  These rules 

are applied at all times of the day and are therefore different from revision zones, which are applied to specific times of 

day. 
 

Be sure to use the Test feature on the bottom of the form to verify your calculations as you build your own set of rules.  
 

There is no program limit to the number of rounding rules you may define.  

 
 

Validate IN/OUTS  

The clock may be set to validate IN/OUT punches, thereby assuring that employees press the IN 
/OUT buttons in the correct sequence.  This is the normal requirement for those employees who 

punch IN and OUT at the same clock.  Select yes by clicking the  box.   

 

If your com pany uses more than one clock and employees are allowed to punch IN at one clock and OUT at another you 
should deselect this feature. 

 
If your employees use more than one clock and you wish to use the Validate Punches feature you may do so, however 

you must be sure they punch OUT at the clock they punched IN at before going to another clock location.  Typically this 

is done when employees move from one facility to another during the day . 
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NOTE: If an employee chooses the wrong IN/OUT button an error message will be displayed and the punch will not be 
accepted. 

 

Days Worked  

If you are required to track the number of days employees work during your accounting period 
TimeSource Complete  will print this information on time card reports and employee  payroll 

reports. TimeSource Complete  defines one day worked as any day the employee punches IN and OUT, regardless of 

how long they work or how many times they punch .  Select yes by clicking the  button.  

 

Days Worked does not include non-worked days such as Vacation, etc. 

 
 

Edit  Flags  

You may choose to show on your reports which punch pairs have been edited.  Edited punch pairs 

will show an E in the right hand margin of their report line.  Selecting no prevents the printing of the 
edit flag on reports, however it does not clear the flags from memory nor does it stop future edits from being internally 

flagged.  Edit f lags are always displayed on the screen regardless of whether this report feature is turned off.  Select yes 

by clicking the  button.  

 

 

Timecard Memos  

You may choose to include on your time card reports the payroll period memo  file for each 
employee.  This is a useful feature for documenting attendance compliance and employee 

evaluations.  Time card memos may be edited at the Edit  Punches or Edit Employee screens.   
 

YTD Memos may be reviewed under Personnel Reports section.   

To include memos on time card reports select yes by clicking the  button.  

 
 

Auto Lunch by Day  
 

Automatic lunch can now be calculated by two different methods.  

 

When this box is unchecked TimeSource Complete calculates lunches as it always has, by the time contained in each 
punch pair. 

 
When this box is checked, the calculation accumulates all punches for the day. The punch pair that contains the 

cumulative time needed to trigger the deduction is the one that receives the deduction.  The actual time deducted is 

established on the department screen. 
 

Autolunch by day allows job related businesses and other companies to use the automatic lunch deduction, even when 
their employees change departments or jobs many times a day. 

 
 

Save Poll Files  

This feature automatically saves polled punch data files for the number of days 

displayed in this field.  Polled files may be used to help reconstruct your database in 

the event of system failure, etc.  It is not int ended to be a substitute for regular 
archiving of your data. Type in the number of days you wish to save the files; usually two pay periods are adequate, and 

recommended. 

 
 

System Prompt 1, 2, and 3  

You may download a maximum of three display prompts to t he 
Employee Time Clock data terminal. These prompts are displayed 
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sequentially for about 4 seconds each and are generally used to prompt the employee to enter his ID number, swipe his 
badge, work safely, etc. Employers having a multi-lingual staff will find this feature useful as the prompts may be entered 

in any language. If you do not wish the prompts to change, simply enter the same data in all three fields. The default 
system prompt is Enter ID number.  

 

 
 

Datafield  Setup  

Click the Data field Setup  button to display the setup window.  Highlight the Name  field; then type the name as you 

wish it to appear on the data terminalôs display prompt and on reports. In the Collect On  field use the  arrow button 

and the mouse to select IN  or OUT. This determines which punch will prompt for data entry. Follow the same procedure 

to select the Input Format . Click on the  box if you wish the data field totaled on reports.  

  

 
If you have installed the job-tracking module you will have two data fields available. Please refer to the job -tracking 
manual for setup information.  

 
 

ID Length  

The ID LENGTH box allows you to choose employee ID code lengths of 3, 5, 7 or 9 

digits.  The default valu e is 3. 
 

When you increase the ID length, employees must still enter the full value.  Therefore 
when changing from 3 to 5 digits, employee 149 will have to enter 00149 when 

punching IN or OUT. 

 
When decreasing the ID length there is one caveat.  If you are  changing from 5 to 3 digits, make sure that no employee 

has an ID number greater than 3 characters before you make the change.  You can assign new, shorter ID codes on the 
employee edit screen. 

 

Depending upon which data terminals you have, your system wi ll be updated as follows:  
 With Icon Time data terminals, the new value takes effect the next time clocks are polled.  

 With Icon Timeôs Virtual Terminal, the new value takes effect immediately. 

Data fields may be used to collect important 

information such as job numbers, piece counts, 
tips, etc.  As you set up departments you may 

qualify them to prompt for data field information. 
Employees assigned to those departments will be 

prompted to enter data at the clock, either on the 

IN punch, or the OUT punch. You may also elect to 
have data field information totaled for reports. This 

is useful when tracking piecework quantities or for 
verification of gratuities received by employees. 

Input formats are available for a wide variety of 

applications. Generally, those having decimal 
places are used for tracking tips while those 

without are used for job numbers, piece counts, 

etc. 
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 The HandPunches are not affected by this change.  Any such changes are made at the clock by its administrator  

 
NOTE: If you use magnetic cards and wish to change ID length, you must reorder all cards using that new length.  

 

Custom Calculate Hours  

 If you have installed the Custom Hours option, this button appears on the timeclock rules screen.  
Click it to define your calculations. 

 
 

Define your calculation rules on this screen.  A real example for 
the use of this function is:  A company has a policy of paying 8 ½ 

hours daily for employees who work at least 8 hours.  This rule is 

satisfied by 1) hours greater than or equal to 8.00, 2) but less 
than or equal to 8.50 hours, 3) are recalculated as 8.50 hours, 

plus 4) 0.00 times the original hours.  
 

With this rule, any employee who works less than 8 hours gets 

paid for ti me worked.  Any employee working at least 8 hours 
gets paid for at least 8.5 hours.  Any employee working for more 

than 8.5 hours gets paid for time worked.  
 

You may establish a large number of rules if needed. 
 

Be sure to test each rule by entering a value for hours at the bottom of the screen and then pressing the Test  button.  

 
 

 Sort 1, 2 and 3  

In addition to standard employee  and departmental reports  TimeSource Complete  

provides 3 more user-definable sort routines.  These will provide you with very specific 
reports tailored to your individual needs so type in the names of the fields as you wish them 

to appear on report headers. Later on, employees will be assigned to specific ñvaluesò under 
the employee setup screen that will correspond to your custom sorted reports.   

 
As an example, you might define Sort 2 as ñJob Titleò and under the employee setup screen define the employeeôs job as 

ñWelderò.  Then when you run reports you could select ñUse sort fieldò, select Job Title as the sort, and then select 

ñWelderò as the value.  The resulting report would include only those employees defined as ñWelderò; and it would follow 
the report format you selected, i.e., time card, department , up-to-the-minute, etc.  

 
If you plan to implement user security and wish to allow managers to view only their own employees, then use the Sort 1 

field for a manager or supervisor name. 

 
Accrual  1, 2 and 3  

Title these fields to ref lect your company accruals of non-worked hours. Detailed 

instructions for setting up Accruals are provided in the Edit  Employees section of this 

manual. Accrual formulas are addressed individually for each employee. 
 

 
Switchbo ard  

  The Switchboard (graphical menu) is automatically enabled.  If you wish to disable it, uncheck 
this box. 
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Pictures  

  Employee pictures are automatically disabled.  If you wish to enable them, check this box.  See 
chapters 6 and 8 for more information on employee pictures.  

 
 

Terminal Version  

Select Version 7 if you are using V7 clocks. This sets the employee limit to 200 

per clock. Do not select Version 7 if you are using V5 clocks on your system, 
as this will cause problems. Instead, if you are using a mixed system set the window to Version 5 for 150 employees per 

clock. V7 clocks are backward compatible.  
 

To determine the version of your data terminal(s), access the ñshow optionsò menu at the data terminal while in 

supervisor mode. 

 
Previous Pay Period Started  

This is the date your previous payroll period was started.  The current 

payroll period start and ending dates are listed in the PAYROLL FROM 
window.   Dates are automatically posted each time a new payroll period is 

started.  

 
Sold and Serviced By  

This convenient window lists your dealerôs name, address, telephone 

number, etc.   If your dealer has not placed their Name, Address and Phone 

Number in this window we urge you to enter it now for future reference.  
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From the Switchboard click on the Clocks  button to bring up the CLOCK LIST form.  Multiple clock users may add clocks 
by clicking the add-records icon.    

 

 
Fill in each field, tab to the next field, and so on.  

   
NOTE:  The maximum number of clocks supported by TimeSource Complete is 99. 

 

 
 
Clock Number  

Whether you have one or multiple clocks you must distinguish each with itôs own ID number.  This will allow 

TimeSource Complete  to log each clockôs data properly.  Enter a two-digit numerical value for each clock you 

will be using.  If you only have one clock you may wish to use #01, the factory default for clocks.  Set the 
internal ID numbe r of each clock when you install them. Be certain they match the numbers you set up in the 

TimeSource Complete clock list. See Employee Time Clock quick setup in the Getting Started  chapter. 

 

 
Terminal Name  

This field allows you to assign a detailed description of your clock; i.e. Bell Test, Virtual, 

etc.  In most instances this description should identify clockôs location; i.e., Office, Main 

Plant, etc. This is a mandatory field and is referred to when assigning employees to  clocks. 
Type in the name you wish to use, then tab to the next field.  

 
 

 

 

 

Chapter 3 ï Connecting Your Time Clock (s)      
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Type  

Select the appropriate type based on the communication type of the clock your setting up.  You may also 

have the ability to choose a Virtual Clock or Biometric clock if you have purchased these options. 

 
 Select RS232  if you are using a clock connected via serial, USB adaptor or Ethernet. 

Á If you do not wish to install a permanent cable to your clock, you may carry the clock to 

the PC, plug in the cable, connect the clock to power and poll.  
 Select Modem  as the type if your clock has the Modem module installed 

 If you are using a Biometric HandPunch  clock select HPx000 as the type. 

NOTE:  You must enter your HandPunch enable code for this option to appear. You can find the enable 

code along with instructions on the print out that came with your software.  

 
 If you have purchased a Virtual Terminal  to allow for employee clock IN/OUT from a PC select 

Virtual as the clock type. 

NOTE:  You must enter your Virtual Terminal enable code for this option to appear. You can find the 
enable code along with instructions on the print out that came with your software.  

 
 

Com Port  

Use the Ė arrow button to select the desired port.  

 

Using Serial Connection  First, connect your time clock to the s erial port on your computer. W hen using a 
clock connected via serial connection you need to select the COM port used by your serial connection, this 

is typically COM 1. If the communication test fails your serial connection is probably assigned to a COM port 

other than COM 1.  
For instructions on looking up the appropriate COM port go to page 71 of the Appendix in this manual.     

 
Using USB/Serial Adaptor Connection When using an USB/Serial Adaptor DO NOT connect your time clock to the 

computer until after you have successfully installed the adaptor drivers.  
 

Follow the instructions below to install the drivers.  

1. Insert the TimeSource Complete CD into your computerôs CD drive. If the 
TimeSource Complete Installation Wizard initiates (shown at the right), simply 

close it down. 
2. Finding the driver file.  

a. If you are using Windows XP or 2000, go to MY Computer found on your 

computerôs desktop. 
b. If you are using Windows Vista, click on the Computer  icon from your computerôs Start  menu.  

3. Right-click on the icon that states TimeSource V7_5, see image below.  

 
4. Select the option Explore  as shown to the right.  
5. Next, double-click on the folder named Prolific USB.  

6. Installing the drivers.  
a. If you are running Windows XP or 2000, double-click on the file 

labeled WIN 98_ME_2000_XP_2003 PL 2303 Driver Installer  

b. If you are running Windows Vista, double -click on the file labeled        
WIN PL 2303 Driver Installer  

7. Follow the Driver Install Shield Wizard to complete driver installation.  
8. Connect the blue USB/RS-232 adaptor to the serial cable.  

9. Plug the USB end of the adaptor into an available USB port on your computer. 

10. Select the port number used by your USB/serial cable. Need help finding the 
assigned port? Go to  page71. 

 

1 

4 
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Using Ethernet Connection ï for detailed instructions on setting up your time clock using Ethernet connection refer to 

Connecting Your Time Clock with Ethernet on page 61. 
 

Using Modem Connecti on ï select the COM port used by your computerôs modem. 

 
Setting Up HandPunch ï select the COM port used by your HandPunch. 

  

Dialup String ï Modem and HandPunch Time Clocks  

Leave this field blank if you are using a time clock with serial, USB, or Ethernet connection. 

 

Modem Connection  ï Enter your clockôs dialup string in this field. As an example, if the 
telephone number you with to dial is (503) 555 -1212 you would most commonly enter:  

MODEM:ATE1:5035551212. If your clock shares a telephone line with another device (fax 
machine, etc.) and you are using and automatic call processor such as a BekTel LS-3 you 

will need to ad a ,,33,,33 pause routine to the end of the dialup string:  

MOEM:ATE1:5035551212,,33,,33.  
 

Accessing Clocks at an extension number: Please consult your telephone system provider for information regarding 
extension service. 

 
Accessing Clocks on a Digital Phone System:   Many businesses now use digital phone systems for their phone 

extensions.  If you have any doubt that your PC, or Employe e Time Clock Modem may be connected to a digital phone 

system line we urge you to call your telephone system provider and confirm that the extension you are using is approved 
for ANALOG system use.  Overlooking this step could cause loss of data.  

 
HandPunc h Terminals  

 HandPunch with RS -232/RS422 ï Leave the Dialup String field blank. 

 HandPunch with Modem ï Under the Dialup String field enter   

MODEM:AT&F0:òphone numberò.  

 An example would be MODEM:AT&F0ò5035551212ò 
 HandPunch with Ethernet - The Static IP Address must first be set on your Ethernet HandPunch Unit.  

1. Hereôs how to set it:  

Á Press the Clear and Enter keys at the same time to enter Supervisor Mode on the HandPunch Unit. 
Á When prompted for a password, press the 2 key and then the Enter key. 

Á Various menu options will display. Press the No  key until the Set Serial option appears. Press the Yes 
key. 

Á Type in the static IP Address that will be used for the time clock and press Enter  Write the IP 

address down to reference later, if needed.  
Á Do not change the Gateway setting. Simply press Enter again. 

Á Select 9 and then Enter for the Host Bits setting.  
Á Press the Yes key when prompted for BAUD 9600. 

Á Press the Clear  key to exit out of Supervisor Mode.  

Á Your static IP address should now be set. Verify that you can ping the clock.                         Your 
network or computer administrator should know how to do this.  

2. Set the dialup string in TimeSource Complete - under the Dialup String field enter the following:  

NET:Clock IP Address:UNIT0 .   

An example would be NET:192.168.2.226:Unit0 

Test  

 

 
 
Click the Test button to test communication with the clock. Testing does not read or delete  punches from the clock.  The 

test is not available or necessary for Virtual Terminals.
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TimeSource Complete has the ability to track and report labor on a department level.  Hours worked and labor costs are 

included in reports that may be viewed on screen, printed, or saved to file for export.  Overall the system suppo rts up to 
99 departments, and each employee may be assigned to work in as many as 18.  All employees must be assigned to at 

least one home department; multiple department assignments are not required unless your employee s need to be able to 
transfer from one department to another.  Employees are only allowed to work in departments they have been assigned 

in the Edit Employees screen.       

 
Follow this routine when installing departments: Type in your departm ent names, enter your lunch rules, choose if you 

wish to require data field collection, apply pay differentials, select your overtime qualifiers, and enter IN zone / OUT zone  
information for handl ing early arrivals and late departures. Use the Edit  Differentials  button to access the pay 

differential  rules screen.  Detailed instructions are listed on the following pages. 
 
 
 
 
 

 
 

 

Department N ame  

Type in the name of each department  as you wish it to appear on reports.  Keep in mind department 
reports will be ordered alphabetically.  

 
 

 
 
 

Automatic Lunch  

Each department may elect to use the TimeSource Complete autolunch deduct rule.  Enter in the length 

of the lunch break in minutes and how long an employee must work before the lunchtime is deducted.  

If you do not wish to assign autolunch to a departm ent leave these values at zero. 
Please note that autolunch will be calculated based a single punch pair or the daily accumulated punch 

times, according to your autolunch by day selection in Timeclock Rules (chapter 2). 

Chapter 4 ï Edit  Departments           

Insert and delete 

departments with 
these buttons. 

Use this button to 

access the pay 
differentials screen. 
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Datafield  

This field qualifies departments to prompt employees for data entry.  The title of the data field and its 

format are established by data entered in the Time Clock Rules screen.  Select this qualification by clicking 

on the box with the mouse or space bar.   
 

 
 
 

 

IN Zone / OUT Zone  

Revision zones provide sign IN and sign OUT windows for employees who work 

regular shifts.  By setting a start and end time for your most common sign IN and 

OUT times you may allow employees to punch IN early or OUT late. Yet as long as 
their punches fall within a revision zone their time will be calculated according to 

their designated shift times.  You need not use IN / OUT zones, leave the data fields 
blank if this is the case.  You may also choose to use either the IN o r OUT zone by 

itself if you desire.  

 
Example:  Your clerical department works from 8:00am to 5:00pm so you might set up revision zones like this:  

  
IN Zone OUT Zone 

7:00a to 8:00a 5:00p to 5:30p  
 

In this example if an employee  punched IN at 7:15am his time would begin to calculate at 8:00am.  If he punched OUT 

as late as 5:30pm his time would stop calculating at 5:00pm.  Punches that occur outside of the IN / OUT zones would 
calculate according to your regular rounding rules as established in the Time Clock Rules screen. 

 
 

Apply Differential  

This box qualifies the department to pay differentials as defined in the differential  fields.  Select yes by clicking 

on the  box with your  mouse or space bar.  Differentials are discussed in greater detail in the next chapter.  

 
 

 
 

 

 
 

Overtime  Rules  

Each department may be assigned its own combination of overtime rules, according to how the y were set 

up in the Time Clock Rules screen.  Use the  button to make your selections  
 

Department overtime selections are: 
None  Employees in this dept. may never receive overtime 1 or 2 

OT1  Employees in this dept. receive overtime 1 but never overtime 2 
OT2  Employees in this dept. receive overtime 2 but never overtime 1  

Both 1&2  Employees in this dept. receive overtime 1 and overtime 2 
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How Pay Differentials Work  

Pay Differentials provide the means to adjust hourly pay rates by adding fixed amounts or increasing by a percentage of 
the regular hourly rate. These additional hourly rates are subject to overtime rules and will be included in the employees 

regular pay rate for calculation.  Unlike overtime, an employee may receive multiple pay differentials at the same time. 

Typically they are used for the following applications:  
 

Holiday  pay  ï adder for working on holidays  
 

Shift differ ential  pay  ï adder for working swing shift, graveyard, etc.  

 
Differentials are assigned to departments; therefore all employees who work in those departments during a differential  

period will receive the benefit.  
 

You may establish differentials to apply per the following:  
 By Date, applied all day long or only for those whose IN punch  falls within a specific time range.  

 By Day of Week, applied all day long or only for those whose IN punch  falls within a specific time range.  

 By Time Range, applied every day to those whose IN punch falls within a specific time range.  

 

Example of Pay Differential Calculation: 

An employeeôs regular hourly rate is $10.00.  He is assigned to the production department and works the swing shift on 
Christmas Eve.  The Production department has been assigned specific differentials: Swing shift workers receive $.15 per 

hour differential  and there is a special Christmas Eve differential of $.25. 
 

Therefore, his effective hourly rate is $10.40 on Christmas Eve only.  If by chance he also qualified to receive Overtime  1 

@ 1.5 times, his rate would then be $15.60 per hour.   
 

Sign-IN time means just that: in order to receive Pay Differentials  the employee must sign IN during the time range you 
establish, whether it is by Date, Day of Week, o r Time Range. It will NOT occur automatically if he is already there. If an 
employee is to receive Pay Differentials and he is already at work, he must clock OUT and then back IN during the Sign-

IN zone for it to apply.  

 

 

Edit  Differentials  

 

Chapter 5 ï Pay Differentials           

Access the Differential Rules screen by clicking on the Edit 

Differentials  button located in the Department Li st screen. 
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Differentials are easy to set up.  Use your mouse to select the type of differential  you wish to configure. Type in the date 
or, select the day of the week or sign - in time using the Ė button.  Tab to the next field and enter a time range if you 

require one, if not tab to the Add field and enter the hourly amount or percentage you wish to add.  Then select the Type 

of adder, either a specific value [$] or a percentage [%]. Finall y tab to the last field and assign a name to the differential. 
Our example screen shows employees would be paid an extra twenty-five cents an hour on Christmas Eve, and on 

Christmas Day their hourly wage would be increased by ten percent. To add additional differentials of the same type use 
the tab key or mouse to begin a new line.  To add a different type of differential use the mouse to enter a new field.  

 

Deleting pay differentials: To delete a differential  click on the button at the extreme left end of the line you wish to 
delete and press the Delete key. 

 
 

 

 
 

 
 

 

 

Reports that include wages 

subject to differential 

modifiers will have a ñDò 
 posted to the right of the 

wage field. 
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TimeSource Complete provides essentially unlimited capacity for active employees.  The Employee Time Clock data 
terminal, when used with TimeSource Complete, imposes a 200-employee limit.  Therefore companies with more than 

200 employees will need to install multiple clocks. 
 

 
 

The following required fields lists the minimum information you will need to ins tall for each employee:  

 
Personal ID #  (Must be 3, 5, 7 or 9 digits, as specified in Timeclock 

Rules) 
Short Name  (Name displayed at the clock & on some reports)  

Name  (Full name as printed on most reports)  
Class  (Required for adding global hours, reports, etc.)  

Department assignment  (Minimum of one required)  

Clock assignment.   (Minimum of one required)  

 
Although these are minimum requirements it is recommended that you complete all the information in order to receive 
full benefit of TimeSource Completeôs many features.  

 
STATUS: The STATUS window provides a visual indicator of the relationship between the employeeôs data in the PC and 
the clock. It changes whenever new information or edits occur in the employeeôs screen and whenever the clock is polled. 

One of the following five messages will be present in the STATUS window at all times: 
 

Active  Employee information matches that in the clock.  

Edited  Employee information may not match the clocks until the next polling  is 

completed.  
New  Employee data has not been sent to the clock  ï Employee cannot punch the clock 

until after the next polling . 
Delete 

Pending  

Employee has been deleted at the PC but not removed from the clock. The 

employee can still use the clock until the next polling  occurs. 

Deleted  Employee has been deleted at the PC & the clock and can no longer punch 

 

Chapter 6 ï Edit  Employees           
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Deleted employees will remain in the database until removed using the TimeSource Complete Archive routine. See 

Archiving for specific details. 

 
The following procedures outline the installation of your employee  database .   

 
Finding Employees  

There are three ways to find an employee to edit.  You may use the scroll buttons near 
the top left of the screen, or you may select an employee from either of the drop -down 

boxes. 

 
The first box provides a list of employee short na mes.  Click on any name to view or 

edit their record.  
 

 
The second box provides a list of employees by clock ID.  Click on any number to 

view or edit their record.  

 
 

 
 

 
Employee ID Number (Clock ID)  

Employees may only be assigned one ID number at a time. At the Edit Employee screen toolbar, click the Insert Record  

button to begin the install process. You will be prompted to assign a new ID number. If you are using PIN numbers, type 
in the next number you desire or you may use the Find  One for Me  button. This button assigns numbers on a random 

basis, thereby minimizing potential keypad wear due to sequential numbering. If you are using badges you should always 
enter in the badge number manually.  As a built -in safeguard TimeSource Complete will not allow duplications.  

 

To change an existing employeeôs ID number use the  button to enter in a new badge number.  You 

terminals will not convert to using the new badge number until they ar e polled.  

 
 

Short Name  

 
This field contains the employeeôs name that will appear on the clockôs display and those reports where the name is 
located on the same line as punch details. It is also used for the Employee Roster report  and in the Find Employee 

window. For that reason it is recommended that you use the same name as listed in the Full Name field. In some cases 

you may have to abbreviate as the Short Name field only accepts 10 characters. Remember that if you decide to use 
nicknames, you should keep a list of them for easy access. 

 
 
 

 
 

 
 

 

 
 

Insert new 

record 
button.  

Suggestion: Click on the Employee Roster  button  to view or 

print the Short Name list.   This list also includes the full name 

and payroll ID.  
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Full Name , Address, Social Security Number  

The full name is used in many of the reports such as the Time Card report, 

Employee Detail report, etc. As most reports are ordered alphabetically it is 
advisable to enter the employeeôs last name first, followed by first name, etc. 

 
Address, Phone and SSN values are not required in these fields, however it is 

recommended you complete them all as they are included with the Personnel 
report.  

 

 
Classification  

The class field determines who receives non-clocked hours when you use the Global Add 

Hours feature, located in Punch Editing. Examples of classes might be Full time, Temps, 

Part time, etc. To create a class, simply type in the name of the class in the window. It 
will automatically be posted to a class list that you may access by using the  button.  

NOTE: Employees may only be assigned to one class at a time, but may be reassigned at anytime.   
 

Examples of Class  applications:  

 Paid Holidays : A typical use of the Global Add Hours feature would be to apply paid holiday hours. Many 

employers require new employees to work for a specified period of time before being qualified to receive benefits. 
To accommodate this, you could assign new employees to a class named Probation, and then reassign them to 

the Full time class after that.  During their Probation period, if you were to use Global Add Hours to apply hours 
for a holiday, then select Full time employees, the Probation employees will not receive them.   

 

 Off -site employees : As another example you might have a class titled Off-site. Employees who work off 

premises occasionally could be credited hours without having to punch the clock. Hours of this nature could be 
flagged to qualify for overtime should it occur.  

 
 Salaried employees : Like Off-site employees, you could apply non-clocked hours to their punch database.  If 

you were exporting hours to a payroll service they would be included, plus they would also be included in reports, 

thereby assuring accuracy in labor costing. 
 

When using Global Add Hours you have the option of adding hours to all  employees, regardless of class. For details see 

the Global Add Hours section. 

 

Sort 1, 2 and 3  

 
Custom sorts are one of the most powerful features offered by Time Source Complete. They enable you to define and 
assemble definable combinations of data into meaningful reports. Data entered in these fields is used to define the Value 

selection for custom sorted reports. The fields may be changed at any ti me you wish to do so; employees whose fields 

are left blank will not be included in custom sorted reports. The field titles (Supervisor, etc.) are setup on the Edit  Time 
Clock Rules screen.  

 
Type in the data as you enter employees, it will au tomatically be posted to a list and may be accessed to use for other 

employees by clicking on the  button.  

 
 

When you call for a report set 

to ñUse Sort Fields ò this is 
where the report generator 

looks for the ñValueò data.  
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Example of Sort Field application:  
 

 
In the Report Menu, under select, if you chose Job Title as the main sort field and Technician as the ñValueò your report 
would include technicians and no others. The report itself would follow the format you selected, i.e., Time Card, Dept., 

Last Pay, etc. 

 
 

Department and Wage Assignments  

Assign the employee to a home department.  Use the  button to scroll through the 
department list, highlight the department desired by clicking on it, then tab to the 

$/HR field to assign an hourly wage for that department. NOTE: If you do not assign 

wages you will not be able to obtain cost reports, only calculated hours. Additional 
departments may be assigned in the same manner. 

 
Note that each department assigned is given an order (sequence) value.  This serves 

two purposes.  These order numbers sequences the department names within the 

Icon Time Data Terminal and Virtual Terminal.  The first department in the list 
becomes the employeeôs default department.  All department assignments with the 

same order value are grouped alphabetically. 
 

Departments with order numbers grea ter than 99 remain in TimeSource Complete, but are not sent to the clock.  Hours 

for such departments can be entered by administrative personnel on the TimeSource Complete computer, but not by 
employees at the data terminal.  This feature might be used, fo r example, to track off -site training.  

 

Deleting employee  department  assignments:  
If you wish to remove an employee  from a department , highlight the department and use the delete  button to remove it 

from the employeeôs list.   

The change will not occur until the next time you poll the employee ôs clock. 

Remember: Employees must be assigned to at least one department  

 

 

Access Control (op tional module)  

Access control is an optional module that provides control to doorways.  If you have it installed, 
this box will be visible.  You must select Yes, No or Only from this list.  Yes and No mean that 

the door will or will not be activated for t his employee, along with the normal Time and Attendance functions.  Only, 
means that door access is provided, without Time and Attendance functions. 

 
 

Swipe and Go  

 Swipe and go provides a simple and quick method to clock IN and OUT.  The employee simply 

only their ID card through the terminal, or enters their PIN via the keyboard.  No additional data is required.  

 
If the swipe and go function is checked this employee may sign IN and sign OUT on the terminal without having to select 

IN or OUT.  Punches entered for swipe and go employees are computed as follows: 

 The first punch of each day is an IN punch.  

The Select screen is part of 

the Reports menu. For 
details on reports, see the 
Report section. 
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 Subsequent punches for that day alternate between OUT and IN punches. 

 Punches are recorded against the employee default department, even if the employee has multiple departments.  

 
 

Clock Assignments  

 Move to this field by clicking your mouse on the clock icon located at the top of the screen.  A 

list of available clocks will pop up and you may assign the employee to one [o r more] by clicking 
on it. The current number of employees assigned to the clock follows each clockôs name as 

shown in the clock assignment window below.   Each Employee Time Clock data terminal can 
hold a maximum of 200 employees.  Employees are only able to use clocks to which they 

have been assigned.  

 
Systems with a single clock automatically complete the clock assignment when a new employee is entered.  

 
 
 
 

 
 
 
 
 

Should you wish to remove an employee from a clock, click on . Then select the clock you wish to remove from the 

clock assignment list. The employeeôs name and department assignments will not be removed from the clock until the 
next polling.    

 

Accrual  Fields  

 
 
 
 
 

 

 
Accrual  YTD 

These fields display accrued hours employees earn for vacation, sick leave, or other accrued benefits. The fields 
themselves may be titled under the Edit  Time Clock Rules screen.  YTD values initially entered should reflect the hours 

already earned and available  when you install employees; further hours are automatically posted each pay period 
according to the Add  field value, hours used are subtracted. 

 

To calculate the Add value, divide the benefit hours by the number of pay periods in a year. Our example illustrates a 
weekly pay period, or 52 pay periods per year.  To calculate 2 weeks vacation, or 80 hours per year, divide 80 by 52 = 

1.538. Thus 1.538 hours will be added to the employees accumulated hours (YTD) at the start of each pay period.  
Calculate the initial YTD value by multiplying the Add value x the number of pay periods that have already occurred this 

year, minus any benefit already used.  Enter that value under the YTD field.  

  
Example:    

Weekly pay period =    52 per year  
 2 weeks annual vacation  =    80 hours per year  

 Calculate 52 divided by 80  =    1.538 hours earned per pay period  

 

Assign employees to 
clocks with this button.  

Delete employee clock 

assignments with this 
button.  
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Accrual  Max  
Use this field to post the maximum number of hours allowed to accumulate for the benefit.  For instance, if you allow 

vacation hours to carry over from one year into the next, post the annual earned amount plus whatever amount you 
allow carrying over.  If your company employs  a óuse it or lose itô policy you should post the annual amount only. 

 

NOTE: This field should not be set to zero unless your accrual accounts cannot grow.  If you do not have a maximum 
value, set to 999.  

 
Accrual  Allow  

These fields enable additional controls over accrued benefit hours.  Use the Reset window to automatically remind you 
when it is time to reset an employeeôs YTD value. The date listed in the Reset window is used as the reference.  The OT 

button allows accrued hours, when used, to accumulate towards overtime, the same as if worked.  If you do not allow 

this, leave it off.  The Neg.  button allows employees to use benefit hours before they earn them.   
 

Accrual  Start and Reset  
Enter the date to b egin tracking the employeeôs accruals. This is a one time only 

entry and need not be reset.  

 
Enter the ending date of the employeeôs annual benefit period.  You will be reminded automatically when this date 

occurs. 
 

 

Empl oyee Memos  

TimeSource Complete provides a powerful Memo feature, enabling the user to create and save personal memos for 
individuals or groups of employees. Memos may be printed on employee time card reports or saved to their files for 

reference. Select This Pay, Last Pay, or YTD fields to enter your data in, use the tab key to move to new fields. Memos 
in This Pay and Last Pay are automatically posted to the YTD file. They are also included in Personnel reports  (see the 

regular Reports menu). 

 

Note: If you wish to print Memos on time card reports, the Timecard Memos  box located in Time Clock Rules must 

be checked. 

 
Typical applications include: 

 Announcements and reminders of upcoming meetings & events 

 Notification of shift changes and new work schedules 

 Attendance comments such as vacation remaining, etc. 

 Holiday greetings  

 

 

Click the MEMO 
button to launch this 

feature. Click the 

Global button to 
enter the Global 

Memo screen. 
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Employee Messaging  

Messages or Hours worked  may be displayed at the Employee Time Clock terminal. They are posted by polling and 
displayed as soon as employees enter their ID number, either by keypad or badge. A display time of 10 seconds assures 

ample time to read the message, however the employee may over-ride the message by pressing any key. The display will 

then revert to its normal prompt showing the employeeôs name and flashing IN or OUT. The employee may then use the 
clock as normal.  

 
Messaging is useful for alerting employees about meetings, contacting supervisors, emergencies, or for preventing them 

from punching. You may post messages to individuals or if you select global, to Classes or any of the Sort 1, 2, or 3 
groups.  

 

 
Messages are limited to 16 spaces and the following crite ria:  

Show Only 
Once  

Use when you wish to display a message one time only, i.e., Call payroll, See 
supervisor, etc.  

Show Always  Use for messages such as Work Safely, Happy Holidays, etc 

Lock Msg  
This feature allows you to send a message to the display and prevent employees from 
using the clock. It is particularly useful if an employee  has been rescheduled but has 

not been informed.  

Report Hours  

 

Displays weekly calculated hours as of the previous polling.  If you poll dai ly the clock 

will display the hours calculated as of yesterday.  If you choose to report hours be 
certain to edit punches on a daily basis, thereby assuring the accuracy of hours 

displayed. 

Clear  This command clears any message posted to individuals or groups 

Sent   
Automatically posted to the message window to signify a message marked as Show 

Only Once  or Clear has been sent. 

 

 

 
 

 
 

 
 

 

 

This is an example of a global 

message sorted by Job Title. The 
message was sent to the sales staff to 

remind them of a meeting at 3:00PM, 
and marked Show Only Once. After 

the message had been posted it was 
automatically flagged as being Sent . 

Use the Global Memo  feature 

to create memos for All  
employees, or select a Class , or 

use your custom Sort 1, 2, & 3  

for special selective memos. 
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Employee Pictures  

If you have selected to use employee pictures under Timeclock Rules, then you will 
see a floating picture box.  This box will display your file picture for each employee.  

You may move the box to any screen location comfortable for you.  

 
The box will initially be empty for each employee.  You may assign a picture by 

double clicking anywhere on the picture area.  A dialog box appears, allowing you 
to navigate and select a picture for display.  The specific picture formats available 

to you may vary by computer, but most common will be *.bmp (bitmap) and *.jpg 
(jpeg) files.  

 

You may also change the picture at any time by double clicking the image and then 
selecting a different one.  

This feature allows you to verify employees while working on their data.  

Finishing the Installation  

When you have finished installing your employees, etc, you should transmit their names and department  assignments to 
the clock(s). This is accomplished by polling the clock.  To do this close down any open windows, and close any other 

applications you might have open under Windows.  Return to the TimeSource Complete Main Menu  and proceed as 
follows: 

 
Select Poll  and then select Get Punch Data .   

 

Click on the Poll All button to poll all of your clocks.  This will begin the polling  process. This process may take several 
minutes if you have a large group of employees or are using several clocks.  Do not interrupt the polling process; you will 

be notified when it is completed.  
 

Create an Archive of your new data, label the disk and store it along with your original TimeS ource Complete CD in a 

safe place. Archiving is explained in a later section. When finished, return to the main menu.  

 
Deleting Employees  

To delete an employee go to the Edit  Employee screen, locate the employee, and click the Delete  button 

located at the top of the screen. The status window will change to ñDelete Pending.ò The employee will be 
removed from the clock at the next polling .  Deleted employees are not able to use the time clocks, but remain in the 

system until all or their punches have been removed from a successful archive ï remove old data.  Archiving is explained 
in a later section. 

 
 

 
 

Undeleting  Employees  

Employees who have been deleted may be undeleted as long as they remain in the 

system.  Locate the employee, click on the Delete  button at the top of the screen, and 
you will see their status window changed to ñEditedò. Reassign the employee to a clock. 

These employees will be re-posted to the clock(s) the next time you poll and their Status window will change to ñActiveò.  
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Screen Security ï Password Protection  

Each TimeSource Complete screen may have its own unique password.  When the security feature is activated 
you will be prompted to enter a password prior to entering the screen.  It is not necessary to assign passwords 

if you do not require them.  

NOTE: If you forget your password contact your place of purc hase for assistance. 

 
Establishing new passwords:  

1. Click on the Security Key  button in the screen you wish to protect  
2. Enter your new password in the window and click OK 

 

Re-enter the new password when prompted; this verifies the spelling.  When you are fi nished a Password Set screen will 
confirm your new password.   

 

Removing or changing passwords:  
1. Use your current password to enter the screen. 

2. Click the Security Key  button and enter the new password; then click OK.   
3. If you do not wish to use a password for this screen click the Security Key button and click OK without entering 

a new password.  This will remove the old password and disable the feature.  
 

 

User Security ï Password Protection  

 
You may also setup TimeSource Complete to require a User 

Name and Password every time TimeSource Complete is 

started.  Using this method of security you may control what 
menu items a user may access.  To set User Security go to 

the Edit menu and select the Security option.  You may type 
in as many User Names and Passwords as your company 

requires.  For each User Name and Password you should 
click on the boxes to the side of the menu items that this 

user can access.  In addition to selecting the menu items for 

each user you should also decide if this user may view wage 
information.  If you do not want a user to view wage 

information leave the ñcan view wagesò box empty.  This will 
prevent the user from accessing wage information in the 

department assignment window, or viewing wages in reports.  

 

Chapter 8 ï Security           
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If you are using security to limit a supervisorôs view of the data to their own employees, then enter 
a unique code for each supervisor in the Sort Selection Value.  This value is matched with the Sort 

1 field in employee records to determine employee which employees are visible.  In the example 
shown, the user ñGaryò will see only those employees whose supervisor (the sort1 field) is ñGaryò. 

 

For users who should have access to all employee records, leave this field blank. 
 

When users have restricted access to employee records, the same restriction applies to the employee and punch edit 
screens, and to all reports. 

 
You must have at least one user who is allowed access to the security form.  Once User Security is installed, users may 

log out of the program by exiting TimeSource Complete, or by going to the File Menuôs Log Off command. 

 
 

 
 

 

 
 

 
 

 
 

 

Once you have established user security (even for one person), TimeSource Complete will always prompt for a user name 
and password as shown above. 
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You may add, delete, or edit any pair of punches in the database.  Each pair contains fields for Date, IN day , IN time, 
OUT day, OUT time, Auto Lunch, Department, and Data Field. The Hours field calculates according to the rules under 

which the employee is working when the punches occur.  The Code field reflects Edits and Warnings. Punch pairs are 
ordered by Date  and punch  IN time and are listed under each employeeôs name, much like a timecard.   

 

Punch editing may be required for a number of reasons.  The most common reason may be when an employee  forgets to 
punch IN or OUT.  Occasionally an employee may be working but cannot come into the office and so, it is necessary to 

punch him IN and OUT manually, or Use Individual Add Hours.  Other times it may be necessary to apply Accrual hours, 
i.e., Sick, Vacation, Personal, etc.  And of course, there are Holidays to deal with, both personal, for individuals, and 

global, for everyone.   

 
Punches that have been edited will display an E in the codes field.  If the E is blue it will indicate that this punch was 

edited within the TimeSource Complete Software.  If the E is red this indicates that the punch was edited at th e 
Employee Time Clock terminal. When Accruals, Global Add Hours, or Individual Add Hours have been applied there will 

also be a symbol posted in the codes field, i.e., Vac, Sic, Per, etc.  
 

Punch pairs with calculated hours that are less or greater than the limits set for Warnings  will have a W in the codes 

field. The W also displays whenever a punch pair is missing a vital piece of information such as an OUT punch, etc.  This 
generally occurs when you poll the clock after employees have punched IN and have not checked OUT.  It would also 

occur if an employee had checked IN on a previous day, forgot to punch OUT, and had not yet returned.  
 

 
 
Before proceeding you should become familiar with the Find  Employee feature and the Warning  button.   

 

Find  Employee  

To use the Find Employee feature, click on the  button and a list of your employees will drop down.  If you continue to 
click the  button the list of names will scroll.  It should be noted that the names 

displayed are those you entered as Short 
Name in the Edit Employee form.  You may 

select employees by highlighting their 

names with the mouse and clicking.  You 
may also type their short n ame in the Find 

Employee name field.  When it displays, 
press [enter] and it will take you to their punch screen  

 

Chapter 9 ï Editing Punches         


