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Introducti on: Welcome

Welcome toUniversal Time Clock 2.0 softwarEhis is our latest release and includes many new features and
improvements to the Universal Time Clock product including; paid break tracking, create custom reports, export
programs to ADPand QuckBook§ and more!

Use this guide to learn how to use your Universal Time Clock to perform essential tasks that will make tracking employ
time and your payroll processes more efficient.

The Universal Time Clock system offers breakthroughevetbled echnology that brings the simplicity of embedded
software to your time and attendance system, all without requiring Internet access. With the Universal Time Clock, you
gAtf o0S F6oftS G2 GNIXOl YR Yyl 3S &2 dzNJtthcaits2randusdzexporti A Y
reports, and much more directly from your Web browser.

Your Universal Time Clock can be connected directly to your computer via USB, serial, Ethernet connection, or to your

network via Ethernet. For instructions on connectimgiyemployee time clock, please refer to the Quick Start Guide
that came in your employee time clock package.

Universal Time Clock Features

The Universal Time Clock product line is one of a kind with features that cannot be found on any other tirmetbkck
market. We are certain that you will be pleased with your new time clock purchase.

The Universal Employee Time Clock can be found in two distinct models:-it@® FBRO 2.0 and the RTA00 2.0.

1 TheSB100 PRO 2.0niversal Time Clock offers a lraset of features at an entry level price and is designed for
small companies that do not require a lot of features. BB100 PRO 2.6omes standard with 25 employees
and is upgradeable up to 250 employees.

I TheRTEL000 2.0Universal Time Clock is thenpect fit for a growing business that requires a time clock that
can keep up with changing needs. This time clock is ideal for those companies looking for arfelagoreduct
that is fully supported by a nationwide network of experts. R¥E1000 2.0comes standard with 50 employees
and is upgradeable up to 250 employees.

Most of the information in this User Guide is applicable to bothSB4.00 PRO 2.8nd theRTEL000 2.0 In instances
where the information is only applicable to one of the time &lowodels, look for the following labels

RTE1000 2.0 Only If the information is only applicable for users of the RDG0 2.0 Time Clock.

kif the information is only applicable for users of the 3B PRO 2.0 Time Clock.

System Reuirements

- Any machine that uses a Web browser (Mac, PC, iPhone etc.)

- Ethernet and Internet connection are required for remote Internet access

- One available Ethernet, USB, or Serial port

- Using USB or Serial Connection requires Windows Operating Syfteand>above)

- QuickBooks Plum and ADP Export programs require Windows Operating System (XP and above) and can be
found on the Configuration and Documentation CD included with your time clock package.
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‘-_ Note: If you are using your Universal Time Clock with a Macintosh computer, you must connect your t
Mac clock to your network using Ethernet.

Connection / Setup

Refer to the UiversalTime Clak Quick Start Guiddor instructions on setting up your employee time clock's connection
and logging into your time clock for the first time.

You can find a copy of the Quick Start Guide on the Setup Wizard / Documentation CD supplied with the tioreoalock
our website at the link below.

http://www.icontime.com/support/ search.asp?search=quick+start+quide&table=Manuals

For instructions on connecting younte clock over the Internet, refer to th@hapter 8 | Troubleshooting and
Frequently Asked Questions.

Support and Troubleshooting

For your convenience, troubleshooting tips and kims can be found iChapter 8 | Troubleshooting and Frequently
Asked Questiondn addition, our technical support site lists more troubleshooting tips andiosvio assist you with
the Universal Time Clock. You can reach this siterat.support.icontime.com

Upon product registration, you receive a complimentaryd2y trial of our Gold Technical Support Plan, which includes
unlimited telephone support and remote assistance. For those subscribers of our technicattaps, your

dedicated support team can be reached Monday through Friday from 7:30am to 4:30pm (Pacific coast time) at
(800) 8472232 option 1.

We highly recommend that you register your employee time clock to ensure that you receivenetifaihtion of free
a2F061 NB dzLJRFGSazx AyadrasS @2dzNJ YIFEydzFlF Ol dzNENRA 6 NNF y i

Register Your Time Clock-atww.icontime.com/universal_time_clockegistration.asp

Accessories and Upgrades

The Universal Time Clock offers basic features to meet most small tsizeidl businesses needs. For companies that
require additional features anfilinctionality, upgrade packs and accessories are availablgdor employee time clock
including: employee capacity upgrades, proximity badges, browser based Web Punch Time Clock, benefit accruals, an
more. For a list of available upgrades and instructions on enabling these upgradeSlusapter 6 | Accessories and

Upgrades

Payroll Interfaces

The Universal Time Clock 2.0 version comes standard with a QuickBooks Payroll, ADP, and CSV export. The QuickBo
Payroll and ADP exports are only compatible with Winsloperating systems. For instructions on using the QuickBooks
Payroll andADP interfacesnstall the interface programs from the Setup Wizard / Documentation CD that came with
your time clock.

For instructions on using the CSV export, referlseng the Timecard Repméction inChapter 4
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Chapter 1 | Getting Familiar with Your Time Clock

The Universal Time Clock interface is designed to allow you to quicklyaaily complete your tasks and run your
reports. For this reason, the time clock is divided into sections to make navigating through your time clock interface
intuitive and easy. In this chapter you will learn how to navigate through your time clock.

Navigating Through Your Time Clock Software Interface

Time clock navigation is done through five distinct metieme Reports Files Settings andHelp. Place your cursor
over the appropriate icon in thEavigationmenu (shown below) to view menu optiondloving your mouse cursor
over each of the icons will display the individual ddgwn menu items.

Using the Home Page

When you first log into your time clock, théomepage will display automatically. THomepage provides
a quick glance at the actiyion your time clock including notifications of custom alerts. More on this in

Chapter 2 | Setting Your Time Clock Preferen@éeHomepage also provides you with helpful links to
configure your software.

HOHE
e

Navigation Menu:

Help Icon:
provides one-click gives quick
access to time clock access to this
menus. User Guide

Time Clock - Windows Internet Explorer |ﬂ'
@ () v [ hitp://192.168.260/index + | 43| X || Google o -

|

p» I l _." o e
icon, Q [ o= % o, 6 @
HOME REPORTS PRINT FILES SETTINGS LOGOUT HELP

— P

m

Sort By - Show All

IGNORE DATE / TIME ALERT / TASK | 3
[ 01/01/07 Mon 12:04 a View/Print your User Guide

[ 01/01/07 Mon 12:03 a Setup Your Pay Period

Wl 01/01/07 Mon 12:02 a Setup Your Employees

[] 01/01/07 Mon 12:01 a Register Your Product Online

01/01/07 Mon 12:00 a Print a Faxable Registration Form

< | m !

& Internet | Protected Mode: On #100% ~

\
Current Alerts:

provides you a quick
status of daily activity
and lists items that
need to be completed.
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Current Alerts

TheHomepage is designed to display important system alerts or alerts that you have setup in the program along with
the time and date they occurred.

For instructions on customizing your alert settings, g&tapter 2, Alert Preferences

When you no longer want to be notified of a particular task or alert, simply select the checkbox next to that item in the
Ignorecolumn and click th&ubmitbutton.

If you would like to see the past alerts that havesheset to "ignore", seledhe Show alloption.

To view the details of the alert, click on the alert link in SleEERT/TASlét.

The Reports Menu

The Universal Time Clock has three basic report types that make it quick and easy to get the
informationyou need to complete your work. Use tReeportmenu to access yourimecard

: Attendance,and employeeRosterreports. It is important to set up your time clock settings and
Attendance preferences before generating reports so that the data is accurate and custofoiziu:
Timecards company needs.

Roster

Later inChapter 4 | Running Reportare will discuss generating and customizing reports.

RTE1000 2.0 Only The RT&000 2.0 model includes an additior@eate Reporbption. TheGeate Reportoption
provides more flexibility when running reports aaliows you to select a time range for one or more employees. If you
have theManagement Pluspgrade, you can also select one or more Departments for a report.

Files Menu
Gul TheFilesmenu is used for backing up data, restoring data bauak and updating your employee
= time clock. Time clock maintenance is discusséchiapter 5 | Maintaining Your Time Clock

FILES
Save to Backup File

Restore Backup File
System Update

Settings Menu

TheSettingsmenu is used to customize your Payroll, Overtime, Punch, Device, and Alert
Eprmrat Preferences.Before running any reports, set your preferences as describ&thapter 2 |
Setting Your Time Clock Preferences
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Help Menu

g TheHelpmenugives you quick access to the Universal Time CGletix Centerand to view the

HELP About Your Cloclpage for your time clock.

Help Center
About Your Clock

Help Centemgives you quick access to online resources for thiedysal Time Clock, including to our technical support
Knowledge Base Center, this User Guide, and other online resources. If you do not have Internet connection, a copy o
this user guide can be found on the Setup Wizard / Documentation CD that camgowittime clock.

About Your Clockists important information about your employee time clock such as the Serial Number, Software
Version, and enabled and available upgrades.

Using Your Time Clock Terminal

It is important for you to understand the featusend functions available on your time clock terminal. Take the time to
familiarize yourself with these features. In this section, we will give a brief overview of the features available

Clear
IN\OUT

Up/Down

Enter

Break
Department Transfer

Supervisor Mode Info

Time Clock Key Functions

In/Out - used by the employee to punch 4 OUT.

Break/Department Transfer used by the employee to transfer into a Department or Paid Break.
Info - displays daily and weekly hourly totals for the employee.

Supervisor Mode allows supervisor to access advanced employee time clock termitiahsp
Up\Down - used to scroll through menu options.

Enter- selects and saves menu options.

Clear- returns user to the previous menu option.

=8 =4 =4 =4 =8 -8 =4
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Employee Functions at the Clock

Signing IN and OUT

The procedure used by the employee to punch IN and OWieatmployee time clock may vary depending on the Entry
Method selected in th&€ustomizing Your Employessction of the program. Refer tdhapter For more information.

The punch Entry Method and procedure is described below.

Validated Entry Method

The Validated Entry Method is the most common aacbmmended method for employee sign IN/OUT when using only
one time clock.

1.
2.

Employee enters their employee ID number on the time clock terminal.

The employee'®isplay Namevill appear on the time clock. Beneath the display name, the employee will see IN
and OUT. One of these options will be flashing. The employee must press the corresponding key on the
employee time clock for the entry to be accepted. Once the punch has been accepted, the employee will see th
message stating that they have signed IN biTO

Showing Total Hoursafter an employee signs OUT, the total hours worked by the employee for the shift will
appear on the time clock display. The employee can see additiona®hatormation by pressing thep or

Downkey to view total hours forite day and the week.

Note: This option is activated in tHaevice Preferencetb as discussed i@hapter 2 If you are using a muti
clock system, we recommend that you turn this feature OFF to increase system performance.

Non-Validated Entry Method

The nonvalidated entry method is most often used with multiple time clocks. This allows the employee to sign IN on
one clock and OUT on a different clock.

1.
2.

Employee enters their employee ID number on the ticleck terminal.

The employee'®isplay Namaevill appear on the time clock. Beneath the display name, the employee will see IN
and OUT.

The employee must press either tHé or OUTkey on the keypad depending on whether they are starting or
ending theirshift.

Showing Total Hoursafter an employee signs OUT, the total hours worked by the employee for the shift will
display on the time clock display. The employee can see additional hours information by pressipgpthe
Downkey to view total hours fothe day and the week.

Automatic Entry Method
This method is also known as "Swipe and Go."

1.
2.

Employee enters their employee ID number on the time clock terminal.

The time clock will simply display their Display name Enaly Recorded:he employee will nidbe allowed to

make any other selections at the employee time clock terminal. This provides a simple and quick method for
signing IN and OUT at the employee time clock.

The employee time clock will automatically determine whether the punch is to benassag an IN or OUT
punch.

Note: You cannot use the 'Show Hours' at the clock or make any lunch override or hours adjustments to the
typesof punches. See thadding a Punckection inChapter 4for details.
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Web Punch Time Clock Entry Optional Addon

The Web Punch Time Clock allows you to capture your employees time punches anytime, anywhere using a browser
based time clock that runs on LAN, WAN, or Internet. Web Punch Time ffeeéd in packages of 5 licenses and will
allow a maximum of 25 employees to clock IN using the Web browser inteFacenore detailed information on the

Web Punch Time Clock, refer@hapter 6 |Upgrades and Addns

Proximity Badge Entry- Optional Addon

Proximity badges allow employees to sign IN or OUT by simply waving a badge in front of the clock. This option allows
for increased time clock security and minimizes "buddy punchikRgtmore detailed information omproximity badges
refer to Chapter 6 | Upgrades and Adiihs

The same punch entry methods as described above also apply with proximity badges.

Tracking Paid Breaks

The Universal Time Clock comes standard with one Department that can be used to track Paid Bee&iksg Paid
Breaks allows you to better manage the time your employees are taking during their paid break periods.

In order to track time thean employee spends on their Paid Break, employees must transfer into the Break
Department.

To transfer IN to the Break Department, follow the instructions below.
Employee must already be signed IN to the employee time clock.

1. Employee must enter their IBumber (PIN) at the time clock terminal.

2. Instead of pressintN or OUT the employee must press tHgreak/Department Transfekey on the time clock.

3. A message statingsoing To... Breakill be displayed on the time clock. To clock IN to Break presSriter
key.
This will sign the employee OUT of the default Work department and IN to the Break department.

4. To transfer OUT of the Break Department and back to Whbekemployee must enter their ID number (PIN) at
the time clock terminal.

5. Instead of presingIN or OUT the employee must then press thigreak/Department Transfekey on the time
clock.

6. A message statingoing To..Break will be displayed on the time clockhe employee needs to pretse Down
Arrow key to select théP 2 2 dfdtio To sgn OUT of Break and IN to Work, pressEmerkey.

This will sign the employee OUT of the Break department and IN to the Work department.

Department Change (Sign IN and Transferpptional Addon

With the Managemat Plusupgrade, your time clock can track time spent by an employee in a certain department.

With this upgrade you can assign employees to multiple departments.
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To sign IN to a department, follow the instructions below.

1. Enter the employee ID numbePiN) at the time clock and press tikey.

2. The employee will be prompted to choose a department. Usdtper Downkeys to choose the desired
department.

3. Press theénterkey to sign IN at that department.

Department Transfer Keyby pressing th&reak/Department Transfelkkey, as shown in the image in the beginning of
this section, the employee has the ability to quickly transfer from one department to another.

1. If an employee needs to punch OUT of one department and IN to another department, simtgriyre
employee ID number (PIN) or wave a badge and presBibak/Department Transfekey. The employee will
be prompted to choose a department.

2. Use theUpor Downkeys to choose the desired department. PressEmerkey to sign IN at that
department. The employee will automatically be signed OUT of the previous department.

Note: Employees that are assigned the Automatic Entry Method in the program will not be able to
choose @partments at the employee time clock terminal.

For more detailed information on this upgrade, please refeCtapter 6 | Upgrades and Adihs
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Chapter 2 | Setting Your Time Clock Preferences

Before accurate reports can be generated, you must set your time clock rules and preferences.

Setting Your Pay Preferences

You can access your Pay Preferences in one of two ways: Pay | [Punch | | Device | | Aletts | | User
9 Click on theSetup Your Pay Perididk in theAlert/Task list
1 SelectPreferencesrom the Settingsicon on theNavigationmenu.

PAYROLL PREFERENCES

Pay Period Type  Weeky -
Follow the instructions below to set your Pay Preferences. Last Pay Start  10118/08
This Pay Start 10/25/09
1. Your Pay Period Typethe available choices are: Next Pay Start 1110208
1 Weekly— employees are palq once per week Day Stat 12002 AW
1 Biweekly- employees e paid every two weeks Week Start Sun «

1 SemiMonthly - employees are paid twice per month
1 Monthly - employees are paid once per month

If you select seramnonthly pay period, two additional date windows will appear that must be filled out.
1 Start SemiMonthly on - manuallyenter the first day of the month that your pay period begins.
1 and on- manually enter the second day of the month that your pay period begins. In this example the
pay period begins on the 1st and the 15th of every month.

Note: Due to leap year rules, @mi-monthly pay period cannot be set to start after the 28th of the month.

2. Select Your Last Pay Startlick on the date field to open the calendar
Last Pay Start 1V18/09

time-picker and select the date that your previous pay period started. <<| < | [Close] |> |>>]
October 2009
Tip: Use the<<and>>arrows to séect the year. Use the and>arrows Sun Mon Tue Wed Thu Fri Sat
to select the month. 1 2 3
4 5 6 7 ] 9 10
. . . . 11 12 13 14 15 16 17
3. Select This Pay Startlick on the date field to open the calendar time B
picker and select the date that yoaurrent pay period started. 26 26 27 28 29 30 31

4. Select Next Pay Starfclick on the date field to open hcalendar time
picker and select the date that yonextpay period will start.

5. Select Day Startenter the time of day that your workday begins. This setting only needs to be altered if your
company has a 2hour work schedule and needs to accommodatemight shifts. If you do not have overnight
shifts, it is recommended that this setting remain at 12:00am.

Day Start 1200= YW
6. Select Week Startenter the day of the week that your work week begins. For most companies this will be set
to Sunday. The company's weeklyedime calculations are based on the Week Start set for the company.

13| Page



Setting Your Overtime Preferences

Your Overtime Preference settings can be found onRhgtab under yourPayroll Preferencesection.

The Universal Time Clock comes standatt wme level of daily, weekly, and consecutive day overtime. Overtime is
calculated at "timeand-a-half" (hours are multiplied by 1.5).

Note: The ability to calculate multiple levels of overtime and the option to pay at customized overtime rates
(i.e. double time) are available with the RulesPlus Upgrade. Read about this upg&depier 6 | Upgrades and
Add-ons.

Follow the instructions below to set your Overtime Preferences.

1. Set Daily Overtime Rulesenter _in the number of OVERTIME PREEERENCES
hours an employee must work in one day before they

receive overtime. If your company does not pay daily Day OT1 Adter 8.00] Hours
2. Set Weekly Overtime Rulesenter in the number of Consecutive Day OT  No =

hours an employee must work in one week before
they receive overtimelf your conpany does not pay weekly overtime, enter '99'.

3. Set Consecutive Day Overtime Ruldeave this option set to 'No', unless your company pays overtime to
employees on the 7th consecutive day of work (regardless of hours worked). This rule is most comewbly us
unions and in California.

You have now set your Pay Preferences. Click Submit and move on to setting your Punch Preferences.

Setting Your Punch Preferences

From thePay Preferencetab, select thePunchtab to go to Pay Punch Dence Alerts User
the Punch Preferencescreen.
PUNCH PREFERENCES

Follow the instructions below to set your Punch Preference: Rounding Type
i 15 manute
1. Set Your Rounding Typdrom the dropdown menu, 15 minute slant
select none, 15 minute, 15 minute slant, or 10th hou 10th hour
Automatic Punches become [N at 15.00 Hours
Note: The rounding rule selected affeall Flag edits on reports
punchessystem wide. Reject Like Punches within 2 Minutes

The original punch time remains unchanged on
the employee timecard. The punch hours round
according to theounding rules you set.

The available choices are:
1 None:(No Rounding) accumulates 100% of all timesteged on the clock. Punches are calculated to
1/100th of an hour.

1 15 Minute: Rounds and calculates punches from the nearest quarter hour (15 minUitesskplit occurs
in the middle of each quarter hour. This rounding option is also referred to as df@liag.
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To lllustrate: 7 minutes 59 second®unds back
8 minutes 00 secondsunds forward

Example: A punch at 7:52am would calculate &g¢5am
A punch at 7:53am would calculate &80am
1 15 Minute Slant:Quarter hour rounding similar to abowexcept the break point occurs on the 5th
minute or 10th 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 lllustrate: An IN punch of 4 minutes 59 secondsinds back
An IN punch of 5 mutes 00 secondsunds forward

An OUT punch of 9 minutes 59 seconnisnds back
An OUT punch of 10 minutes 00 secormsds forward

Example: An IN punch at 7:49am would calculate7aé5am
An IN punch at 7:50am would calculate8a80am

1 10th Hou: Rather than rounding the punch hours, this selection calculates punches from the
tenth hour point and advances each six minutes.

Minutes 10%  Minutes 10

To lllustrate: 00-05 =.0 30-35=.5
06-11=.1 36-41=.6
12-17=.2 42-47=.7
18-23=.3 43-53=.8
24-29=4 54-59=.9
Example: An IN punch at 7:30am would calculate at 7.5am

An OUT punch at 4:05pm would calculatet&@pm

2. Automatic Punches become IN athis option is used when an employee entry method is seiutomatic,
discussed iitChapter 3 | Setting Up Your Employees
This opion is convenient if an employee forgets to clock OURis will automatically make the next punch an IN
punch after a determined number of hours.

If you plan on using the Automatic Entry Method, enter the number of hours that must pass before the next
punch automatically becomes an IN punch. Unless your employees regularly work more than 13 hours a day, tt
default setting is recommended.

3. Flag edits on Reportscheck this box if you want manually edited punches to be flagged on regdbakecked,
all edited punches will be marked with ag.'

4. Reject Like Punches withinif an employee accidentally tries to enter the same type of punch at the clock
within the minutes specified, the second punch will be ignored. Enter the appropriate value ielthis fi

You have now set your Punch Preferences. Click Submit and move on to setting your D¥réferences.
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Setting Your Device Preferences

From thePunch Preferencesb, select theDevice

. FPay Punch Device Alerts User
tab to go to theDevice Preferencescreen. Database Version: 910281
Software Version: 3218

Important informaton such as your Database

Serial Number:

D053-036-817

Version, Software Version, and time clock Serial

Number will appear at the top of this section
DEVICE PREFERENCES
Calculated Time Format
Hide Employee PIN

Follow the instructions below to set your Device
Preferences.

Hundredths

] Supemnvisor Code 00 00 00
1. Calculated Time Formatuse the dropdown
! Lock Keypad

menu to select whether you wato display Use Davliaht Savi -

minutes on your reports in decimal or 60 se Daylight Savings

minute format. Default Attendance Report To  Today -
2. Hide Employee PINby selecting this option, Default Timecard Report To ThisPay  «

your employee's ID number (PIN) will be Refresh Home Page Every 1 Minutes

hidden at the time clock terminal preventing

Use Popup Windows for Edits
coworkers from seeing their PIN.

Use Batch Edits

Show total hours at the clock (¥
RTE1000 2.0 Only
1 PINNumber Length using the dropdown
menu, select the length of the custom

employee PIN (ID number). Employee PINs (ID numbers) are customized unédit thie Employeescreen
discussed iitChapter 3 | Setting up Your Employees

1 System Prompt 1, 2, and-3hese fields allow you to set up to three custom prompts at the employee time
clock terminal. The default System Prompt on the time clock dispiaytes ID Number

Conpanies often use this featurer employees that speak languages other than English and to send global
messages to employees.
Example:
Marque Su Numero
Work Safely
Closed Tomorrow

3. Supervisor Codeto secure your employee time clock, engeunique 6digit security code.
This code is needed to access Supervisor Mode on the employee time clock.
The default supervisor code is '00 00 00'.

4. Lock Keypad checking this box will lock the keypad to prevent keypad entry of employee IDn{iridersat
the employee time clock. This option can be used if you have purchased proximity badges for your employee
time clock. Se€hapter 6 | Upgrades and Adiihsfor a description of the proximity badgegrade.

5. Use Daylight Savingsselect this checkbox if you want the clock to automatically adjust time for daylight
savings.

6. Default Attendance Report Teusing the dropdown menu, select the default time frame to view when you
open the Attendance Repbscreen.

7. Default Timecard Report Teusing the dropdown menu, select the default time frame to view when you open
the Timecards Report screen.

8. Refresh Home Pagehis option sets how often the alerts on thdomepage should be refreshed. We
recommend éaving this setting as is, unless your system seems to be running slowly or you are using multiple
time clocks. If that is the case, enter a larger number for the refresh time (5 to 15 minutes).

16| Page



9. Use Popup Windows for Editscheck this item to have a sefade popup window appear when editing a punch
in a report screen. This allows you to view the original report screen in the background while yowedit
recommend keeping this option checked.

10. Use Batch Editscheck this item to do multiple punch edi® your reports before updating the report. In order
to "batch" update the report screen with your edits, you need to click orRb&eshink in the upper right of
your report screen.

Tip: Choose both théJse Popup Windows for Edéisd theUse Batch Etloptions to speed up your report
editing.

11. Show Total Hours at the Cloekcheck thisitemtdK I @S G KS GAYS Ot 201 Fdzi2YIl GAC
daily hours after the employee clocks OUT.

RTC1000 2.0 Only

If you have an RTT)00 2.0 Universal Time Clock, you have additional options displayed dete Preferencetab
screen. These additional options are only used for connecting neuttipke clocks together using the Muttiock option.
Multi-clock configuration is discussed@mapter 7 | Multiclock Configuration

Note: If you are not using multiple time clocks, do mbange these settings.

You have now set your Device Preferences. Click Submit and move on to setting your Adéstdhces.

Setting Your Alert Preferences

Select theAlertstab in thePreferencesscreen to setup the

. . Pay Punch Device Alerts User
alert notices displayed on thdomepage.

ALERT PREFERENCES

Note: Alerts will not immediately update on thdome Alert Low Hours at 000 Hours per punch
page. TheHomepage will be updated based on your Alert High Hours at 1400 Hours per punch
time setting for theCheck Alerts Eveoption described Alert Maximum Time at 2400 Hours per punch
below. Alert Day Overtime OT at 2.00 Hours remaining
Alert Week Overtime OT at 8.00 Hours remaining

Check Alerts Every 15 Minutes

Update Employee Hours Every 15 Minutes

1. Alert Low Hours at if an employee works a shift that
is less than the hours specified, an alert willgemerated.

Tip: To disable an alert, set the alert value to '99'.

2. Alert High Hours at if an employee works a shift that is more than the hours specified, an alert will be
generated.

Tip: To disable an alert, set the alert value to '99'.

3. Alert MaximumTime at- this is the maximum time a punch pair will accumulate.
For example, if you enter '24', any employee that forgets to punch OUT the day before or that has a shift
duration of more than a day will have a maximum of only 24 hours assigned to tleé pair, and an alert will
be generated.
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4. Alert Day Overtime OT atthis option will trigger an alert before an employee hits daily overtime by using the
daily overtime value that you set und@vertime Preferences
Example:
If you have Day OT1 set tdh8urs and Alert Day Overtime OT set to 2 hours, an alert will be posted tédime
page when the employee reache28- 6 hours worked for the day.

5. Alert Week Overtime OT atthis option will trigger an alert before an employee hits weekly overtimeadigg
the weekly overtime value that you set und®wrertime Preferences

Example:
If you have Week OT1 set to 40 hours and Alert Week Overtime OT set to 8 hours, an alert will be posted to the
Homepage when the employee reaches-83 32 hours worketbr the week.

6. Check Alerts Everynew alerts will be checked and posted to tHemepage based on the time entered here.
To maximize systems speed and performance, we recommend setting this value to 10 minutes or more.

7. Update Employee Hours Evergnter in minutes how often punch information from the employee time clock is
updated on your report screen. If the system seems to be running slowly, enter a larger number in this field.

You have now set your Alert Preferences. Click on Submit to save ydtings.

For additional Alert configuration, use your mouse cursor and Skittingsand thenAlert Setup

Alert Setup
Follow the instructions below to set up alerts to be posted onkloenepage.

1. Enabling/Disabling Alertsto disable an alert, deselethe checkbox in the far left column. This will prevent the

alert from being posted to thelomepage. = DESCRIPTION LIFETIME
. . . . 7] ' -
Tip: We recommend disabling any unused alerts in orderto | ~ | High Hours 1 Day
minimize the resources used by your time clock and to optimi| ~ | o Low :D”rs 10y~
system performance. i _iparmum Hours |10y~
v | Approaching Daily Overtime  1Day -
- - - - - J : i i w
2. Lifetime- using the dropdown menu under thé.ifetime o Appma':h'”gc:‘“reikf'y %“Ed”'t”"e 10ey
column, select the amount of time the alert is to remain on thi| __ Beck Dll—:i p_ades o v
time clockHomepage. After that time, the alert will be i ackup Reminder 1 Week
. il Punch MNotify  1Hour =
automatically removed. '
Submit

You have now completed Alert Setup. Click Submit and move on ttirf®eYour User Fields.
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Setting Your User Fields

User Fields are used to set custom fields to track informat®ahown in the Bl 0N AN EMeLOYEE

example to the right.

Fust Nama Condy

Mdde Intial
Last Namw  feynolas
This option is often used to track an employee hire date, social security O i
number, or department aaunt number as shown in the example to the right. hie dista }_3;,,,,,& of
teview date Custom User Fislds
Select theUserstab in thePreferencesscreen to setup custom fields. =3
1. Title for User 1- enter a field name for the additional user field.
2. Assign User 1 teusing the dropdown menu select the scree
that will display the new field. e R Ui

The available choices are:

1
1
T
1

Repeat these steps with each User Field you wish to add.

System- adds the User Field to thdsertab screen
Employee- adds the User Field to tHedit an
Employeescreen

Department- adds the User Field to thHedit a
Departmentscreen

None- does ot add the User Field to any screen

Note: ADP USERSust use the User Field to track the empl8y@ &
installed with the ADP Payroll Export for instructions.

USER FIELD PREFERENCES
No User Preferences Enabled.
Title for User 1

Titie for User 2

Assign User 1 1o

Assign User 2 to

| Subma il Caccn |

5t tlFeNR¢tt

e date
review dae
Employee -

Employee «

L5 w

Once complete, click on Submit to save your settings. Move on to Chapter 3 | Setting Up Your Employees.
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Chapter 3 | Setting Up Your Employees

Employees antheir ID numbers (PIN) are preset in the Universal Employee Time Clock. This makes setting up your
employees fast and easy! RI@00 2.0 users also have the option to customize the employee ID numbers (PIN). Refer tc
Customizing Your Employees below fatiuctions on setting custommployee ID numbers (PIN).

The SBLOO PRO 2.0 comes with a 25 employee limit and theIl®0C 2.0 comes with a 50 employee limit. Both
systems can be upgraded to handle up to a total of 250 employees.

Go toChapter 6 | Upgrades and Adihsto learn more about upgrading your employee time clock for additional
employee capacity.

A list of your employees and their ID numbers (PIN) can be found by runRioster ReportYou can find th®oster
Report by using theNavigationmenu. Use your mouse to hover oueeportsand then click ofRoster

For a detailed description dRoster Reporfeatures, go tacChapter 4 | Running Reports

Customizing Your Employees

ROSTER REPORT

Details - Show All

To custonze an employee, click on the employee name inRoster
Report

Time Remaining Before Overtime

. Employee Daily Weekly Consecutive Days
bIf you have chosen to use the passigned ID 051-C. Reynold 0.02 a1
number cards from Step 3 of the Quick Start Guide, use the ID okttt 00 4000
number pad to assist you in matching employee names wig th
assigned ID number.
1. First Name enter the employee's first name.
2. Middle Initial - enter the first initial of the employee's middle name. Mf;fdslte'\l‘:;:; Gindy
3. LastName- enter the employee's last name. Last Name  Reynoids
4. Display Name enter the name that the employee will see at the Display Name  C. Reynoid
clockand on reports. PlN’::dr:zz .
5. Address- enter the employees address. This field is optional.  Active [7
6. PIN/Badgesf A & (& 0 KS-digtYDuitinbérSSQa o frock Paid Beale S
Entry Method  Validated -
RTEL1000 2.0 Only L“”C“L'i::‘;'j\dt ’ — oute
1 Notec this field is used to track a custom note for the employee. Lunch Length 20 Minutes
1 Display ID-this field is used fothose companies that wish to sort Submit
employees by a number other than the employee PIN number. We Delete all punches for this employee
recommend keeping thBisplay I3set to the employee PIN.
1 PIN/Badges enter the custom ID number (PIN) you wish to assign to the employee. The default PiNidesajt
to 3 digits; you can customize the PIN length up to 9 digits uDéeice Preferences
7. Active- all employees default to an active status. Deselect this checkbox to make the employee inactive and to
hide their name from théroster Reporand allother reports.
8. Track Paid Breakselect this box to track the employees time spent in tiigid BreaksRead Tracking Paid
Breaks in Chapter 1 for instructions on punching IN/OUT of break.
9. Wage- if you would like the time clock to track and calculate €Employee wages, enter wage in this field.
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10. Entry Method- this option determines the procedure for punching IN and OUT by the employee at the
employee time clock. Select the desired method from the ellogvn menu.

Read a description of the time clocktey methods below and choose your entry method carefully.

1 Validated- the employee is required to choose either IN or OUT at the employee time clock to punch.
The correct option will blink on the time clock display. The employee is required to choosertbet
key at that time- either IN or OUT.
Example:
If an employee forgot to clock OUT the day before, they will have to punch OUT and then punch
IN to the current shift. The punch information can be edited in the software so that the proper
OUT time ad date is recorded on the reports.

1 Non Validated- IN and OUT will display under the employee's name at the employee time clock. The
employee is required to choose the correct key at that tineggher IN or OUT. Either entry will be
accepted by the emplyee time clock.
9 Automatic- this is also known as 'Swipe and Go'. After the employee enters their ID number, the display
on the employee time clock shows the employee name and the me$saigg Recorded’ he employee
is not allowed to make any other sekions at the employee time clock. This provides a simple and quick
method for the employee at the employee time clock. The employee time clock records every punch as
an IN punch. Every "other" punch is considered an OUT punch by the program. You cakeainy
lunch override or hours adjustments to these types of punches. See the Add a New Punch section for
details.
11. Lunch Enabledselect this checkbox if you would like the time clock to automatically deduct the employee
lunch. This option is used whemployeesdo notmanually clock IN and OUT for lunch.
12. Lunch At enter the number of hours the employee is required to work before the lunch period is automatically
deducted from the employee's shift for the day.
13. Lunch Length enter the amount of time iminutes to deduct for lunch (typically 30 to 60 minutes).
14. Delete All Punches for this Employe¢his option is used to delete all punchfes anemployee. This is typically
used when an employee leaves the company and you would like to reuse the employee PIN.

To delete the employee's punches, click on Baete all punches for this employéek.

A window stating "THIS WILL DELETE ALL OF THIS EMPLOYEE'S PUNCHES, ARE YOU SURE YOU WANT
CONTINUE?" Cliekto continue. ClickCancelo cancel.

Repeat this procedure with all of your employees to complete employee setup. Move on to Chapter 4 for
instructions on running reports.

Note: Before purging the employee punches, we recommend that you save a backup of your data. This allc
to view that employee's data at a later datacking up and restoring data is discusse@hiapter 5 | Maintaining
Your Time Clock
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Chapter 4 | Running Reports

Reports in your Universalriie Clock are at your finger tips! Designed to be intuitive to read and to edit; you will love the
simplicity of running your reports on payroll day.

Printing Reports

: To print reports, simply select thHerinticon from theNavigationmenu.
a% Some browsersral computers may print differently depending on the font size and margin settings. The
report may print better using narrower margins. Check your browser's print preferences to adjust print margins.

Roster Report

To view aRoster Reporthover oveReprts and then clickRosterwith your mouse cursor.

ROSTER REPORT
Edit Employee Informatiorin the Roster Reportcreen, click on the Details - Show All
employee name or number in tiemployeecolumn. This will bring Time Remaining Before Overtime
. .. Employee Daily Weekly Consecutive Days
up the Edit an Employeacreen. Please refer to thieustomizing Your | 167-C. Reynold 0.02 2413
. . . 023-J. Smith 0.00 24.00
Employees in Chapterf@r details on editing employees. 101-Empl 10‘@ 8.00 40.00

145-Empl 145 §.00 40.00

View Employee Detailslick on theDetailslink at the top of theRoster Reporscreen to view or print a list of details for
all employees

Viewing Inactive Employee# an employee is not marked as active in theit an Employescreen, they will not show
on theRoster ReportSeleciShow Allat the top of the report to view all employees, active and inactive.

Time Remaining Before Otiare
9 TheDailycolumn displays the number of hours left in the day before the employee will start earning daily
overtime
1 TheWeeklycolumn will display the number of hours left in the week before the employee will start earning
weekly overtime.
1 TheConseutive Dayscolumn will display the number of days left in the work week before the employee will
start earning consecutive day overtime.

Refer toSetting Overtime Preferences in Chaptdofinformation on settng up your overtime preferences.

Timecard and Attendance Reports

Punch information on your reports will update based on the setting enteretfafate Employee Hours Evérthe
Alert Preferencescreen. Read about this @hapter 2 Select theRefresHink at the top of the report screen to update
punch information immediately.

The Universal Time Clock uses 'Glic#-Edit' reports. This means that you can edit the employee and punch data

directly from the report. Most of the text that you see on the reports is actually a web link that opens additional screens
or editing options.
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Note: The program will report the time elapsed since the IN punch occurred if there is no matching OUT pui
An example is shown below

From: 08/14/09 Thru: 08/14/09 Add Punch Daily - Labor « Exceptions - Refresh
EMPLOYEE TIME IN TIME OUT LCH ADJ  HRS Si1D o711 012
08/14/09

745-B. Hamise Fri 0800a E Add Punct 675 675

Totals: 6.75 6.75

Employee 745 punched IN at 8:00am. The current time on the employee time clock is 2:50pm. Thus 6.75 minutes have
elapsed since the employee punched IN. Hours will continue to accrue until the employee punches OUT, the punch is
edited, or theAlert Maximum Time atalue has been reached.

Adding a Punch

From theAttendanceor Timecard Reporscreen, cliclon the Add Punchink at the top of the report to add a new
punch. You may also come across an IN or OUT punch on a cexgetimat does not have a matching punch. To

complete the punch pair, click on tihedd PuncHink on theReportscreen to bring up thédd a New Punckcreen.
Follow the instructions below when adding a punch. =

From: 08/13/09 Thru: 08/13/09 Add Punch Dally - Labor - Exceptions - Refresh
1. CI|Ck on th%dd PunChink. 5&"%%(“ TIMI%HME OUT __LCH _ADJ HRS STD _ OT1 0712
745-B_Hamso Tl 8 Add Pur 647 647
Totals: 6.47 647
TheAdd New Punh window will appear. If you have the popup windows option enabled, discusgedapter 2
under Device Preferences new window will pop up.

2. Employee- select the correct employee.

Note: The employee will not appear in the list if they have been set to Employee [7i%E Hiamme Tw)
inactive in theEdit an Employescreen. 7458 tameo
5013, Kennedy | _
3. Type- Select the punch fye that you are adding. il |
T In 623w Tk~ |

1 Out Type i

1 Automatic- allow the time clock to select the appropriate punch type.

Note: When adding or etihg an Automatic punch, change the punch Date  osnans
type from Automatic to OUT if you would like to add a lunch or hours Time 06:152 AW

adjustment. In other words, you cannot do a lunch override or | Submic § Cancel |
adjustment hours to an automatic punch.

Date - use theCalendarto choose the punch date.

5. Time-type in the time for the punch in hh:mma/p format.

For example, enter 07:00a for 7:0tha

At - for an IN punch, select where the employee is punching into; break, work, or department name.

7. Lunch-for an OUT punch, you will have the option to enter an additional lunch deduction. Enter the number of

minutes for the employee lunch deductians

»

o
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8. ADJ-for an OUT punch, you will also have the option to enter an additional time adjustment. You can enter
positive or negative values to adjust time for the shift.

ExamplelLet's say you have setup daily overtime to accrue after 8 hours. The esedhag worked 8 hours but
you want to give them 1 extra hour for coming in for that day. Enter 1.00 ilhfield and click the&Submit
button. The adjustment will be applied to OT1. The following will be posted to the report:

( TIMECARD REPORT It
From: 10/26/09 Thew: 110109 Add Punch Expon Summary * Signature ¢ Dally - Notes - Labor - Exi
067.C_Reynold
DATE “TINE TN —_ TIMEOUT LCH ADJ HRS STD  OT1 012
10727109 Yo 0500a  Tus 09000 100 300 800 1.0
Totals: 200 3.0 1.00

Let's say you have dgibvertime set to accrue after 8 hours and an employee has worked 8.5 hours for the shift.
You did not give the employee permission to work overtime, so .5 hours will be deducted from the shift. Enter
-5 in theADJfield and click the&Submitbutton. Ths amount will subtract from the total hours worked for the

day. This will adjust the time worked to 8 hours without any OT1 accrued.

The following will be posted to the report:

From: 10/26/09 Theu: 110108  Add Punch  Expont Summary - Signature - Daily - Notes - Labor - Ex
067-C_Reynold

DATE JIME 1N JIME OUT LCH _ADJ  HRS  STD OT1  OF
10727108 ¢ Tue 04 30pE : 900 800

Totals: 800 8.00

RTE1000 2.0 Only
9. Notes-if you have purchased an RTQ00 2.0, you &ve an additional option to print notes that coincide with
each particular punch. This Note feature is often used to track an event that happened with that punch.
10. ClickSubmitto save your changes.

Editing a Punch
Modifying or editing a punch on akttendanceor Timecard Reports simple.

, . , _ TIME IN TIME OUT
1. Click on the IN or OUT time you want to edit. Each punch entry in the Tue 08:00afE  Tue 04:00pE

Time INand Time OUTcolumns of the report is a link that will take you t0 ¢ — og4ited punch
the Edit a Punchlwindow.
2. Follow the instructions in thédd a New Puncsection to edit your punch data.

Note: All edited and manually entered pumes will be flagged on the report with
an E next to the punch. Refer t€hapter 2 under Punch Preferendes
instructions on disabling this option.

Using Batch Edits

Follow these instructions for editing a punch if you elected to use the Batch Edits featuredDewiez Preferences,
discussd in Chapter 2.

We recommend the use of Batch Edits with Popup Windows to make punch editing go faster.

To use Batch Edits with popup windows, follow the instructions below:

24| Page



1. Before editing punches, print out tiEmecardor Attendancereport for the pay priod. Review which punches
need to be edited.

2. Inthe report screen, click on the punch to edit or add.
3. ThekEdit a Punchlwindow will appear in a small separate popup window.
4. Make the desired punch edit and click tBabmitbutton.

Note: You will NOT immediately see the changes inRbeportscreen. AFTER editing all of the punches, cli
the RefresHink in the upper right of the report screen. The edited data will now appear on the report.

Viewing Additional Reporting Details

Customizing your reports and viewing additional details din@ecardor Attendance eport is easy.

All of the blue links in th&imecardand Attendancereport are Web links that allow you to customize or view details of
your data. Th&imecardreport has additional detail options that we will go over in the next sectitsing the Timecard
Report

e ———
From: 08/13/09 Thru: 08/1 Add Punch Daily - Labor * Exceptions ~ Refresh

EMPLOYEE _—TIME IN TIME OQUT LCH ADJ  HRS STD 0T 012
08/13/09

45.8 Hamso T 08002  Thu 0400pE 1.00 850 500 050
Totals: 850 800 050

Select a Report Time Periedo change the report timeframe, click on the date From: 08/13/09 Thru: 08/13/09 Add Punch

link at the top ofthe Reportscreen. - Today + Yasterday
1 Click on the predefined timeframe or enter a custom timeframe to run| - This Week + Last Week
the report - This Pay Period - Last Pay Period
1 Click on theSubmitbutton after entering custom dates. From: o&n30e Thru. can3es

Daily - click on the Daily link to show total hours worked for each day in a
report, as shown belw. This is convenient if the employee clocks IN and OUT multiple times during the day.

From: 08/13/09 Thru: 08/13/09 Add Punch Daily + Labor - Exceptions + Refresh
EMPLOYEE TIME IN TIME QUT LICH ADJ HRS STD ©OT1 072
08/13/09
745-B. Hamnso Thu 0B:00zE Thu 1145aE 3.75 375
745-B. Harriso The 12200pE Thu 04:30pE 450 425 D.25

8.25 8.00 0.25
Totals: B.25 8.00 0.25

You can also click on the date link in tmployeecolumn of the report to view daily totals for a specific day. Click on
the date link again to hide the informatio

Labor- click on the Labor link to view labor costs if you have entered employee wageskditren Employescreen.
SeeChapter 3 | Setting Up Your Employees

From: 08/13/09 Thru: 08/1308 Add Punch Daily « Labor - Exceptions - Refresh

EMPLOYEE TIME IN TIME OUT LCH  ADJ  HRS S1D on 0r12 LABOR

081309

7458 Hamso T 1145k 375 375 § 13715

745-8 Hamso Thu 04:30p E 450 4325 025 $ 4182
825 3.0 0.25 $ 15w

Totals: 825 8N 0.25 s B

Exceptions click on theExceptionslink to view punches that may require the attention of the payroll manager. Click on
the Exceptiondink again to hidehis information.
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Exception types and settings are found unéésrt PreferencesRefer toChapter Zor instructions on setting thélert
PreferencesA description of the exception flags are listed below.

punch pair has reached thert High Hours

punch pair is below thélert Low Hours

punch pair has reached thdert Maximum Time

punch pair has been updated with a specific lunch deduction irfcthiea Punclscreen.

o r T

Refresh- click on this link to update the reporny recent punches or changes will be displayed.

Edit Employee Info- click on the employee name in tliEemployeecolumn of the report to edit an employee's details.
Refer to theChapter 3 | Setting Up Your Employéeshis User Guide

Using the Attendance Report

To view theAttendance Reporthover oveReportsand then click ottendance Report TheAttendance Reporis
designed to give youaquickad t I yOS @A Sg 2F @2dzNJ SYLJX 2 @& S 8 is Rpork tb &
view who has clocked IN or OUT for the day.

Click on the date link to choose the time period for the report.

ATTENDANCE REPORT /Date Link

From: 10/30/09 Thru: 10/30/09 Add Punch Daily - Labor - Exceptions - Refresh
EMPLOYEE TIME IN AT TIME OUT LCH ADJ HRS ST OT1 012
10/30/09

023-J. Smith Fri 07:40aE Work Fri 04:30pE 30min 8.33 5.00 0.33
067-C. Reynold Fri_ 08:01aE Work Fri 04:30pE 30min 7.98 7.98

Totals: 16.32  15.98 0.23

Note: You can print any report by clicking on tRgnticon in theNavigationmenu.

Using the Timecard Report

TheTimecard Reporis the report that you will use to do your payroll. This report includesesreporting options not
available on theAttendance Report

From: 10/25/09 Thru: 11/01/09 Add Punch Expart Summary - Signature - Daily - Labor - Exceptions - Refresh
067-C. Reynold

DATE TIME IN AT TIME OUT LCH ADJ HRS STD 0T1 012
10/29/09 Thu 08:05aE Work Thu 04:28pE 30min 7.88 7.88

10/30/09 Fri_ 08:01aE Work Fri_ 04:30pE 30min 7.98 798

Totals: 15.87 15.87

023-J. Smith

DATE TIME IN AT TIME OUT LCH ADJ HRS STD OT1 012
10/29/09 Thu 08:02aE Work Thu 04:35pE 30min 8.05 B.00 005
10/30/09 Fri_ 0740aE Work Fri_ 04:30pE 30min 8.33  8.00 033

Totals: 16.38 16.00  0.38
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1. Filter by Employee the Timecard Reporallows you to run a report for one specific employee, or ALL
employees. To filter your report for a specific employee, first click on the date lihle &p of the report. Next,
using theEmployeedrop-down menu, select the employee.

Remember to select thBubmitbutton to save your selection.

2. CSV Exportexports areport in commadelimited (CSV) format. This report is used for importing employee
punch data into Payroll Programs that use CSV fildick on theExportlink at the top of the report to save the
report in commadelimited (CSV) format. Click tBavebutton in theFile Downloadscreen; choose a hame for
the file, and a location to savée file. The CSV file can be opened in a text editor or Excel for editing.

Tip:Icon Time Systems also provides an API (Application Programming Interface) for creating custom exports
from your Universal Employee Time Clock. Contact Icon Time Systemsdegaésnent for information on
obtaining this API. Please note, our technical support team cannot support or customize this API for you.

3. Signature- click on theSignaturdink at the top of theTimecard Reporto display an employee signature line.
Whenyou print out timecards, this line will appean the timecard. This option is often used for companies that
keep a printed record of employee time and wish to show employee timecard approval.

Note: Clickon the Signaturdink to automatically add page breaks. Ed@mecard Reportwill print on a
separate sheet of paper.

Creating Custom Reports RTG1000 2.0 Only

D The RT@O000 2.0 offers advanced report functionality, allowing you to filter reports by employee(s) or
REPORTS dates or by departments with the Management Plus nagfg.
I v—

Attendance From theNavigationmenu, hover oveReportsand then click orCreate Reporfrom the dropdown

Timecards menu.
Roster

To create a Report, follow the instructions below.

1. Report Type select the type of report you wish to run.
Your choices are:

Report Type  Tmecard =

1 Timecard Time Frame  Today -
ﬂ Attendane® Select Employees y— 3y Revnoic NIRRT
1 Department (if upgrade enabled) 001, Enpl 001, Empioreacot =
2. Time Frame select the time frame for the report. 165, Empl 165, Empioree 128~
3. Select Employeesselect the employee(s) to view on
the report.
1 Click onSelect Alko run a report for all
employees.

1 Hold down thectrl key on your computer's keyboatd select more than one employee.
After you have defined the parameters of your Report, cliclSobmit
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Chapter 5 | Maintaining Your Time Clock

The Universal Employee Time Clock offers a simple way ahbagk your data and performing updates to keep your
system running optimal. In this chapter, we will show you how to create backups of your time clock data, how to restore
those backups for future reference, and how to perform system updates.

Creating aBackup of Your Time Clock Data
It is important to make a backup (copy) of your employee time clock data periodically. This backup

- ) .
‘;‘b can be used to restore your data in case of any data loss. We recommend creating a backup of your
e , time clock data every payeriod after completing your payroll. We also recommend backing up your

data before performing any updates to your time clock software.
Restore Backup Filg

System Update

Follow the instructions below to create a backup of your time clock's data.

1. From theNavigationmenu, hover over thé&ilesicon and then click on th8ave to Backup Fileption from the
drop-down menu.
2. Download File- in the Save to Backup Filscreen, click th&ubmitbutton to create a backup.
3. A popup window will appear asking you$aveor Openthe file. Click orsawe
1 Afile name is automatically assigned for you. The file name includes the current date for easy reference
For example, a typical file name might be i2007-08-15.db.
91 If you prefer a different file name, enter the name in thige namefield.
1 Browseto the directory where you would like to save the file.
9 Click theSavebutton to save the file.
9 After the download is complete, click on tlx#osebutton.
4. After your backup has been created, you will be given the opportunity to delete punches pridefmable
start date. Doing so helps keep your database trimmed to a manageable size.

Removing Unneeded Data from Your Time Clock

We highly recommend that you only keep the most recent data on your time clock. In order to keep your system runnin
optimal, delete unneeded data off of the clock.

After you save a backup of your data, fRemoving Old Datacreen appears. Follow the instructions below to remove
the old, unneeded data.

1. Select a date using the calendar in belete Punchegeld.

Click theSubmitbutton to remove punches up to the date specified.
2. Click theCancebutton to go back to the time clodkomepage.

Note: When selecting a date, keep in mind any data prior to that date will no longer be available as part of y
active databaseAn active database retaining 3 months of data is generally adequate for most users.
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Creating a Backup Directly to a USB Flash Drive

Creating a backup of your data can be simplified even further by simphgsamir backup to a USB flash drive. A flash
drive is a portable device that you can purchase at any computer store. Follow the directions below to create a backup
of your time clock data using a USB flash drive.

1. Plug the USB flash drive into the bottoritbe employee time clock terminal.

2. Enter into Supervisor Mode:

1 Press the key on the time clock.

9 Enter your security codethe default security code is "00 00 00".
3. Press thdJpor Downkey until theDOWNLOAD BACKIdption displays.
4. Press thENTERey.
5. The clock will displaBacking up datand thenBackup complete

Note: The backup file saved on the USB flash drive is called backup.db. This file can be renamed and trans
a folder on your main computer.

Restoring a Time Clock Data Backup

Jféb On occasion you may need to restore historical data to your time clock. Follow the instructions
-

FILES below to restore a backup of your time clock data.

WARNINGRestoring a backup file will OVERWRITE the current data on the clock. Create a CURRE
backup of your data before attempting to restore and view "historical" data.

1. From theNavigationmenu, hover over thé&ilesmenu and then select thRestore Bakup Fileoption from the

drop-down menu. @ Foe Uond o |
2. Current Password enter your password. (¢ TRy v — T4 r
3. Upload File- click theBrowsebutton and browse to the DAL bk ——
location of your backup file. SR, S noed__ D
4. Select the file in th€hoose Filsvindow and click th®©pen | ¥ =
button. o S

5. Restore the Backpi- clickSubmitin the Restore Backup
Filescreen to restore the backup file.
A warning message will display reminding you that your
current data will be overwritten at the employee time [ Gom e
clock. Click th@©Kbutton to continue. . — — ———

It may take several minutds restore a backup file, especially if you are using a USB or serial port connection. The
employee time clock will displayRiease Waitind then aPerforming Restormessage.

After the restore is complete, you will be required to log back into the tifoek to view the backup information.
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Restoring a Backup Directly from a USB Flash Drive

Restoring a backup of your data is easy using your USB flash drive. Follow the directions below to restore a backup frc
a USB flash drive.

Copy the backup fil® the root of the memory stick.

Rename the file tbackup.dband make sure that the name is all in lower case letters.
Connect the storage device to the bottom of the employee time clock.

Enter Supervisor Mode on the employee time clock.

N

9 Press the key on the time clock.

91 Enter in your security codehe default security code is "00 00 00".
Press thdJp or Downkey until the RESTORE BACKUP command appears angNbFed:
If the file is found, the display will shawstoring data andperforming restoe. The clock will reboot.
Wait for the clock to reboot. Log back into the employee time clock software to view your data.

No o

Updating Your Time Clock

Occasionally, Icon Time Systems releases new updates for your employee time clock. These updatéisiedegqro
free and often include new features and improvements.

Note: Before perfoming updates to your employee time clock, we recommend that you save a backup of yo
data. Refer to thereating a backup of your time clock daection.

' " | IMPORTANTIf you are using a Macintosh computer to manage your time clock software, you must update
Mac using the USB flash drive. Goldpdating Your Timel@tk Using a USB Flash Dseetion in this chapter.

Follow the instructions below to update your Universal Employee Time Clock.

1. First download the time clock update file from our website to your desktop.
1 If you have an RTO00 2.0 Universal Time Clpcdownload the software at the following address.
http://www.icontime.com/rtc-1000_ 2.0 time_clock update.asp
9 If you have an SBOO PRO 2.0 Universal Time Clock, download the softatdhe following address.
http://www.icontime.com/sb-100 pro 2.0 time_clock update.asp
From theNavigationmenu, hover over thé&ilesmenu and selecBystem Update
Current Passwdl - in the System Updatescreen, enter your time clock password.
4. Upload File- click theBrowsebutton to locate and select thETC_update.bifile in theFile Uploadwindow.
This file should be located on your desktop.
Click theOpenbutton in the File Uploadwindow.
Click theSubmitbutton in the System Updatescreen.
7. A popup window will appear warning you to save a backup of your data. If you have already created a backup,
disregard this messagelick OK
8. Your time clock will begin the update mess and then automatically reboot. Wait for this process to complete.
This process may take up to 15 minutes.

wn

o a

When the time clock is finished rebooting, simply click on=*=icon to log back into your time clock.
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Updating Your Time Clock Using a USB Flash Drive
Updating your time clock is even quicker if you use a USB flash drive.

' " | IMPORTANTIf you are using a Macintosh computer to manage your time clock software, you must update
using the USB flash drive.
Mac
Here's how to update using the USB flashetriv
1. First download the time clock update file from our website and save it to your flash drive.
1 If you have an RTD00 2.0, download the software at the following address.
http://www.icontime.com/rtc-1000_ 2.0 _time_clock update.asp
1 If you have an SBOO PRO 2.0 Universal Time Clock, download the software at the following address.
http:// www.icontime.com/sb100 pro 2.0 time_clock update.asp
2. Rename the file tapdate.binand save the file to the root of the flash drive.
3. Connect the storage device to the bottom of the employee time clock.
4. Yourtime clock will begin the update process antbeatically reboot. Wait for this process to complete.
5. When the time clock is finished rebooting, log back into your time clock.

Note: If you are using a Mukilock system, you only need tpdate the Parent Clock. The Parent Clock
automatically pushes the new update to the Child Clocks. Refeh#mter 7 | Multiclock Configuratiofor more

information on connecting multiple time clogk

Resetting Your Time Clock Passwords
Follow the instructions below to reset both the Software Interface and time clockr@apeMode passwords.

Resetting the Software Interface Password
1. Enter into Supervisor Mode:

1 Pressthe key on the time clock terminal.

91 Enter in your security codehe default security code is "00 00 00".
Scroll through the options using tiép or Downkey until you find the optioiReset Passworand pres<Enter.
Press thdN key to reset the password or tl@UTkey to cancel.

Once the password is reset you will receive the mes®apsword Set Successfoltythe time clock display.
When logging in at the timelockLogin pageenter the default login information, and click Submit.

1 Default Usernameadmin

1 Default Passwordcadmin
6. You will then be prompted to change your password.

9 Set your passerd - type in the default administrator password,

arwDN

Current Password  seee

adminor your current password. o
lew Password
1 Enter your new password. Confirm Mew Password
1 Confirm your new password.
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Changing Your Time Clock Software Interface Password

You can change the password by selecting@hange Passwordption from the Settingsmenu.

1. When prompted, enter the default login information, and cli&kbmit.
i Default Usernameadmin
9 Default Passworcadmin
2. Set your passwordtype in the default administrator passworddminor your current password.
3. Enter youmew password.
4. Confirm your new password.

Resetting the Supervisor Mode Security Code
The Supervisor Mode security code is set from the software interface.
1. SelectPreferencedrom the Settingsicon on the DEVICE PREFERENCES

Navigationmenu. _
2. Go to theDevicetab and findthe Supervisor Code Calculated Time Farmat | Hundredths (v

field. Hide Employee PIN - [
3. Supervisor Codeenter the Supervisor Code that will Superisor Code 000000 |
be required to access Supervisor Mode on the Lock Keypad [

employee time clockerminal.
4. PressSubmitto save your settings.

Changing the Time on the Time Clock Terminal

The instructios below outline changing the time on your time clock terminal.

1. Enter into Supervisor Mode at your employee time clock terminal.

a. Pressthe key on the time clock terminal.
b. Enter in your security codehe default security code is "00 00 00".
Scroll throu@ the options using th&Jp or Downkey until you find the optiorset Date/Timeand pres€nter.
3. This will bring you to th&et Dateoption.
a. TheMonth field will be flashing, use thep or Downkey to select the currenhonth and pres&nter.
b. Move on to theDayfield, use theJp or Downkey to select the currerday of the month and press
Enter.
c. Move on to theYearfield, use theUp or Downkey to select the currengear and pres&nter.
4. This will bring you to th&etTimeoption.
a. TheHourfield will be fashing, use th&p or Downkey to select the currerttour and pres&nter.
b. Move on to theMinute field, use theUp or Downkey to select the currenninutes and presgnter.
c. Move on to theAM/PM field, use theJp or Downkey to seleckither Afor AM orPfor PM, press
Enter.
5. hy0S GKS ySg GAYS I yR RDdiefim&and SedoSbc@assiOlySaiAst i K S ILYSS aNg
clock display. You will be taken baclkSigpervisotMode menu, pres<learto get out of Supervisor Mode.

n
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Chapter 6 | Accessories and Upgrades
Your Universal Time Clock is designed to meet the basic needs of most small and medium sized companies. Out of the
box, your time clock comes with all that is needed to begin streamlining your payroll process immediately.

For thosecompanies that desire greater functionality and extended automation, Icon Time Systems offers five distinct
software upgrade packs that provide additional functionality such as emailing alertantagers, sort employees by
department, track benefit accals, Web Punch Time Clock and more. We also offer proximity badges as an optional adc
on for your time clock to make employee sign in quicker and more secure.

Software Upgrades Overview

In this section, we will first give a brief overview of the featuaed functionality of each of these upgrades. Later in this
chapter, you will find additional details and setup information for each of the upgrades.

Software upgrades can be applied at any time after you purchase your Universal Time Clock and carabegurch
through your reseller. If you need help finding a reseller, give our Sales Department a call.

All software upgrade packs can be unlocked immediately by simply entering the software key provided by your reseller.
For instructions on entering your sofare key, jump to thénstalling Software Upgradeection of this chapter.

Advanced Pack Upgrade z SB-100 PRO 2.0 Only

OnlyThe Advanced Pack upgrades thel®B PRO 2.0 to have all of the functionality of the RIT 2.0 Universal Time
Clock. This upgrade includes:

50 total employee capacity

Track Note by the Punch, employee, or Department (requires Management Plus upgrade).

Create Custom Reports

Customize employee ID (PIN) numbers

Customized System Prompts

Connect multiple time clocks using the Mwdtock feature

=A =4 =4 =4 =4 =4

Employee Capacity Upgrades
The SBLOO PRO 2.0 comes standard with a 25 employee limit and thedB002.0 comes standard with a 50 employee
limit.

If at any point in time your company grows beyond your employee limit, you can easily upgradenyployee capacity
to the next available level. Employee capacity is available in slots of 50, 100, or 250 employees per system.

Management Plus

With the Management Plus upgrade pack, you can allow multiple usexscess the time clock software. The logins are
Username and Password protected. For additional security, set permission levels for each user only allowing them to
view and edit data assigned to them. In addition, the Management Plus pack comes wittilityet@ pay, sort, and
categorize your employees by department. Up to 32 different departments are supported system wide.
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Rules Plus

The Rules Plus upgrade can help increase payroll efficiency and help reducefbavith the following features.

The Rules Plus upgrade includes:
i Revision Zones
0 Revision Zones provide sign IN and sign OUT windows for employees who work regular shifts. Rounds
employee IN and OUT punches up to the assigned shift start and end time.
1 Benefit Tracking and Accruals
o Track and manage Vacation, Sick, and Personal Time benefits.
0 Automate maximum accrual amounts, yearly carryover, and borrowing of benefits.
1 Nonworked Hours
o Enterin noaworked hours on the employee timecard such as off witek, bonus hours, etc.
1 Enhanced Overtime Preferences
0 Track a second level of overtime on daily, weekly, and consecutive day basis. Customize overtime
multipliers; allows you to pay half time, double time, or other custom rate on defined overtime.

Mobility Pack

The Mobility Pack allows the time clock to automatically email you employee alerts: as employees come and go, before
they accumulate overtime, if they leave early, and more.

Also included; use of SSL techngltg encrypt your data for increased security when transferring data over the
Internet.

Web Punch Time Clock

¢tKS 2S06 tdzyOK ¢AYS /201 {2 ¢ aangideanyivBereQdingli modder bdd2 dzNJ
time clock that runs on LAN, WAN, Internet, or a stationary compiégb Punch Time Clock is offered in packages of 5
employee licenses and will allow a maximum of 25 employees to clock IN/OUT using the Web browser interface. The
Web Punch Time Cloekso offers advanced functionality like IP location restrictions and GPS tracking to help better
YFEyF3S @2dzNJ SYLX 28SSQa LlJzyOKSao

Installing Software Upgrades

In order to purchase a software upgrade, provide your reseller with your time clock serial nuvigloecan find the
serial number in thébout Your Cloclpage under théHelpmenu.

Note: If you are using a muitilock system, only supply the serial number of the Parent Clock hosting the dat

Once you have purchased the software upgrade, your reseller will provide you with the 9 digit software upgrade code.
Once you receive the 9git code, follow the instructions below to complete the software upgrade installation.

1. Enter into Supervisor Mode at your employee time clock terminal.

1 Press the key on the time clock terminal.
9 Enter in your security codehe default security code is 0000 00".
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Scroll through the options using thép or Downkey until you find the optioenable Upgradand pres€nter.

Using the keypad, enter in the 9 digit software upgrade code provided to you and therEmtess

4. The time clock terminal will displdlge name of the upgrade. If there is a problem, contact our technical support
team at £:800-847-2232.

w

Once the upgrade has been installed, go the next section for instructions on setting up and customizing your new
upgrade features.

Advanced Pack Upgrde 7 In Detail

Refer to the chart below for a list of Advanced Pack upgrade features and where in the user guide the features are
discussed.

Feature Refer To

50 Employee Capacity Chapter 3 | Settig Up Your Employees
Track Notes by the Punch Chapter 4 | Editing a Punch

Create Custom Reports Chapter 4 | Creating Custom Reports
Customize Employee ID (PIN) number Chapter 3 | Setting Up Your Employees
Customized Systems Prompts Chapter 2 | Setting Your Device Preferences
Multi-clock Connect Chapter 7 | Multiclock Configuratio

Employee Capacity Upgradez In Detalil

For instructions on setting up your employees refeCtoapter 3 | Setting Up Your Employees

Management Plug In Detail

In this section we will disiss setting up new time clock software users and permissions levels for those users. We will
also walk through assigning employees to a department and running reports by departments.

Setting Up User Permissions

The user permissions feature allows fopaeate time clock software logins for individual users. Users of the time clock
can be assigned unique permissions settings to access different areas of the system. Follow the instructions below to
setup your users.

1. Toset up your time clock users, you nmdisst go to theUserlist. Access this list by runningRoster Report
Hover over theReportsmenuand then click ofRoster.

2. Scroll to the bottom of the report until you find tHéserlist and click on thé&dd Usedink to open the
Edit A Usescreen.

Users Add User

Type in dJsernam&  dz&Wl Nang andPasswordor the user.
4. Designate the acce$®rmission Typder eachPermission Levél the Permissiondable.

w
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PermissioriLevel 1settings overridesevel 2andLevels Jpermissions.

To block a ser from viewing wages on both tlidit an Employeacreen and th@imecard Reportde sure to

set theWagesoption to No Access.

9 ClickNo Acces$o make the area off limits for the
user.

9 ClickFull Acces$o give the user permission to
create, edit, andriew transactions in that area.

1 ClickRead Onlyto allow the user tmnly view the
datain that area.

See the example below.

Example:

In the image, the employee hasad onlyaccess to
Punches and Departments and acces$o Employees,
Clocks, or Users.

The employee will have fuiccess tdPreferencesor
Alerts because theSetupsection is defined asull Acess

1. Once you have set the User permissions, click
Submit Repeat the previous steps for each of the
Users you wish to add.

Note: Once you presSubmit the Username cannot be changed. To change the Username you must

create a new user and delete the old one.

User Login
To log into the time clock as a New User, follow the instructions below.
1. Atthe employee time clockoginpage, have the new user enter their
Usernameand Password
2. ClickSubmitto log into the employee time clock software.

If an empoyee attempts to access an unautharizpage or tries to edit a page
with Read Only access, Arcess Deniegiror message will appear.

Bl ~ccess DeniED

Access Denied
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