& TimeVue

Management Software by Icon Time Systems®

Getting More From Time Ve
User Guide

Includes Getting More From Time Vue Lite and
Getting More From Time Vue Full

icon

TIME SYSTEMS.



Table of Contents

QI Lo (=] B o g1 =] | £ PSP PP PPP PP 2
Getting More from TimeVue — Introduction.......c.cccireirmiremnsnmasrnssmamnsmassnsnnns 4
Getting to KNowW TiMeVUE WINAOWS .......oiiiiiiiiiiiii s ieeei e s e e e s s s s s s s s ran s s s s ean s s s s nan s s s snnnnssanens 4
More on Buttons and ENtering Data ..........ooieeeueiiiiiiei e e s r s e 5
Tracking TimeVue File Information and Optional MOAUIES ............coviiiiiiiiiiiiiii e 5
Getting More from TimeVue Lite — Time Clock Rules.........ccocrirmumneirmsnnasnasnanns 6
0T T 11T T U =TT 6
Getting More from TimeVue Lite — Time CloCKS ......ccirmummmmmnnmasrnssmesmnsssassnsnnnes 8
Connecting Your Automated Time Clock Using a USB/Serial Connection .........ccovveiieriiiiiiiinnsenneescese s eenns 8
Connecting Your Automated Time Clock Using an Ethernet Connection............ccuviiiiiiiiiiceiineee s 9
Installing Tibbo Ethernet Communication SOftWAre ........c.viiiuiiiiiiiii e 9
DS Manager — The DS Manager software is used to manage your Ethernet Time Clocks........c.ccccevunnnes 9
Creating a Virtual Serial Port Using VSP Manager ...........oiiiiiuuiiiiiiiineieisis s sesss s e ssnns s s ssnn s seannns 11
Setting Up Your Ethernet Time CIocK in TIMEVUE ......ieiiiii it r e s s s e s a e ra e en e 11
Connecting Your Automated Time Clock Using @ Modem Connection: ........ccoveuiiiiiiiiiiesi s eneesesens 12
Connecting Your Biometric HandPunch Time ClOCK.......ccuuuiiiiiieie i e 12
Getting More from TimeVue Lite — Departments.........cccunreimmemmesinnsssmssnsass 14
Getting More from TimeVue Lite — EmMployees.......ciccimrmummessmmessnssssnsssnnssnnassnes 15
Getting More from TimeVue Lite — Punches...........ciccinmmimminmsmmmsinnssnmssnnesies 17
Getting More from TimeVue Lite — Archiving and Restoring..........ccourmeunnennses 19
DN g0 a1\ a o [ D= | = 1P 19
TS (] e = = N 20
Getting More from TimeVue Lite — Poll LOGS........ccormeimmmsmmmsimsmsmmmsinssssnnsnnnses 21
Getting More from TimeVue Lite - Reports .....ccuurmrmimmmsmmsssmmassnssssnsssnnsssnasnes 22
LU= 070 i B 1Y/ 0= 22
LI 1= L1 PPN 23
2] o A o] [ 1 PP 23
R3] L0 T =TT PP 23
Getting More from TimeVue Lite — Payroll EXports.........ccccummemmmsinnassnnsnnasnes 25
ADP PayrOll SOIVICES ... euuituiiiti ittt e e e s e e et s e s e e e e e s ea s e e e e e ea s e e e e e s ea e e a e e e e e rea e e aran 25
PAYCHEX PYrOll SEIVICES .....uieeeeneeieeienaeieeeesae s e eerss s s e eesse s e eseana s s e s enn s e s eeranaassennnnn s eernsnnsseenrnnnsseennnnns 25
PreVIEW D002......ceeiieieeceee e e s es s sss s s e s es s e s s ea s e s s s e s e s s eaa s e e s en s e aa s e e e ea s e a e e e e e e aen e e n e rn e e rnnas 26
(@81 Tol 4= ool S o (o TR 1 1= PP PPTUPRRN 26
Getting More from TimeVue Full — Time Clock Rules .......coieumressmsssassnsssassnnsas 30
Custom Overtime (Optional MOAUIE) ........ceeeeeeieeeee e e e e e e e e e e e e e e e e e e e e e rnn e eas 30
Custom Rounding (Optional MOAUIE).......cuuiiiiiiiii e s s s e s s s e s ea s e e e e s aennaes 31
Custom Hours (Optional MOAUIE) .......iieiie i e s s s e e s s s ea s e aa e e e aennnns 32
Getting More from TimeVue Full — Auto Polling.......ccocueummmeimmesmmmsinnassmnssnnasies 33
Auto Polling (Optional MOAUIE) .....ceuiiiiii e s s s e e e e s ea s e e e e s s enseaeeraaean 33
Getting More from TimeVue Full — Departments ........cccurmmmemmmssmamassmasssssnannss 36
D) LT ] = | PP 36
Differential by Date — Apply rules for SpecifiCc dates. .......cuviiiiiiiiiii 36
Differential by Day of the Week — Apply the rule to specific days of the week. ...........coeeviiiiiiiiiiiiinnnnns 37
Differential by Daily Time Range — Apply rules to specific time ranges every day.........ccceeeerveevrnnnneeennn. 37
Getting More from TimeVue Full — EmMployees.......cuicummemmmsmmesnssssassssssasssssnanss 38
R Vol 1= | PP PP PP 38
2. Message (Employee MESSAGING) ..cuuuureerrrnurrerrennarserrenassarrensasserrensassesnsnsssserrsnssssernsnsssserrnnssseernsnnsees 39
TR €1 (o] o = 1 I 17 =T oY= T T PPN 39
L Yo gl 0= (<Ta [0 [T PSPPSR 39
T 1= o T L PP 40
0] o] (0N =T 1 = 4T PP 40

Page | 2



(1o 7= 17 1<) 1.2 1 40

Getting More from TimeVue Full — Punches.........ccciccimminmmsinmsnmmsinmsnsssees 41
Getting More from TimeVue Full — Reports..........ccuimimmmmmminmmmmmsinssnsssnsases 42
I =TT < I 2 U=] oo o PP PPPPPPPS 42
B\ (o = o] PP 42
3. Save custom report settings for fULUIE USE. .....ccuuuiiiiiii et e 43
Getting More from TimeVue Full — Security ......ccoirimmummimmsmnsnmsmmemsssnessnnnes 44
(O LT T Y= 0 1 ] | /P 44
5T 0T T S 46
Ethernet Time Clock — Remote Location Installation ..o 46
Setting Up Additional Time Clock with Serial/USB CONNECLION.......cciivuiiiiiieiiieri s e e s s en e s e s s enaas 47
Setting Up Additional Time Clocks with Ethernet Connection ..., 48
Setting Up Additional Modem Time ClOCKS .......ivuuiiiiiiiiee e e e s e s n s e a e e s ennes 48
Software ComMPAriSON CRArT........cuuiiiiiiiiiiiie e e s r s e e s e e s e ea s e ea e s e ea e s e s e e eaa e eennnss 50
Troubleshooting and Frequently Asked QUESLIONS ........cuuuiiiiiiiiiiiiieiie e er e s ra s s aa s e s s eaaaees 51
Q. I receive an error at the clock that states “Not a valid ID number” when an employee attempts to
(o ol Q|17 PP 51
Q. How do I set up my Proximity Badges in TIMEVUE? ......ccouuiiiiiiiiieiiiceiie i eern e e 51
Q. How do I set/change the time on a PIN or PROX Automated Time Clock?.........ccceveviieviiiinnicnnennn. 51
Q. How do I look up the COM port used by my USB adaptor or serial cable? ..........ccooevveviiiiiiinnnennn. 52

Page | 3



Getting More from TimeVue — Introduction

Getting to Know TimeVue Windows

All TimeVue screens are accessed through the TimeVue Switchboard. Each screen has different areas, which
are described below.

m 7Employees - TimeYue L E x|
S Employees

"L%TK' T3 DI kwnes @% . HIBRBIOI=TE_ """ """~ ° ': |E|
————————————
Izl / Employee Details expiain.. ® X Status [ Edited ! Departments exgisin.. :/
i = +XSAAVVYES
Dept Hame $Hour =f
NAC 2000
OFFICE 10.00
BREAK 0.00

FullHame  Bob Jones Display As | Bob Jones

Address1 1321 Military Way BadgePin | 2596 7\
Address 2 | Betown, OR 97052 Payroll ID | 123456
Phone  503-111-8888
SSH

Class [E] 1\
Day Shift
Temporary

Time Clocks expuin..
E —_—P tx&

[ [rime Clock Hame| status <]
Office

l
Production NEW

Screen — In this example, the Employees screen is displayed.

Tool Bar — Contains buttons and drop-down windows to edit and navigate records.

Tool Bar buttons — Used to edit the current record.

Section — Area used to display or enter specific category details. In the above example, there is an
Employee Details, Departments, and Time Clocks section.

Table — Section containing a grid of settings and assignments.

Section buttons - Used to edit and modify the table in each section.

Drop-down Window — Multiple selection windows.

HhnN=

N o U

In addition, you can use tool-tips and Explain boxes to learn how the software works.
e To view a tool-tip, place the mouse over any button on the screen.
¢ Click on the Explain link to get information on each section on the screen.

&\‘jign new badge number to current employee ]

L
B=IRCR |
tatus [ Edited ] Departments expiin...
wAs | Bob Jones +tXGAAVVYES As epartment, and
. — Dept Hame $MHour b=l uence on the time clock
ePin | 2596 NAC 2000
ollID | 123456 OFFICE 1000

BREAK 0.00

NOTE: New TimeVue Full users should also read the “Getting More from TimeVue Lite” sections to
understand basic TimeVue functionality.
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More on Buttons and Entering Data

-

+ X &2
0511712008 [ e

4 Makl >
Sun Mon Tue Wed Thu Fii Sat
M1 2 3 4 5 6
7 8 9 10 1 12 13
1415 16 @B 18 19 20
202 B W BB A
@ »s 03 1 2 3
© Today: 6/28/2008

There are generic buttons that appear in each section of a screen that contains a table.
Selecting the “+"” (Add a new row) button will add an item or row to the table. Selecting
the “-" (Delete the selected row) button will remove the selected item or row from the
table. Selecting the printer button will print the contents of the table. This is handy if
you simply want to print a list of your departments or the punches for a particular
employee. You can do this directly from the Department or Punches screen for example.

Selecting the Print button in the screen tool bar will print that screen.

To enter information in date fields, use the drop-down arrow to display a calendar.
Simply use the left and right arrows at the top of the calendar to select the desired
month and then click on the desired day in the month. Click the red circle in the bottom
left of the calendar to quickly select today’s date. If you don't want to use the calendar,
manually type in the date in the date window.

Some buttons need to be toggled in order to enable or disable a feature. The tool-tip will
indicate the “status” of the feature. The button will also be displayed with a red “X" if the
feature is disabled.

Shows picture when emplovee is selected (Currently DISABLED) J

Tracking TimeVue File Information and Optional Modules

Filejnfo__J

Sy Install Modules
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From the TimeVue Introduction screen, select the File Info button to view program and
company file location information. To link to a company file in a new location, select the
Relocate button on the information screen.

eVueiDataStorage.tvd
Size: 1269760 bytes

C:Program Fileslicon Time
Systems\TimeVue'RemoteLink.tvm
Size: 724992 bytes

Close J)

From the TimeVue Introduction screen, select the Install Modules button to install
optional upgrades such as Custom Rounding, Custom Hours, AutoPoll, employee count
upgrades, and more. Talk to your dealer for pricing and details.



Getting More from TimeVue Lite — Time Clock Rules

&/ Time Clock Rules - Time¥ue e

[~

&%

My Pay Period expuain...

PayPeriod | Biweeky [

This Pay Period From | 05/01/2006 n to |5

£1 Time Clock Rules

Last Pay Period From \ 41712006

Week Start | Sun B

Day Start | 12:00a -

My Time Clock expain...

Time Clock Configuration

IDLength | 3 digits B

E / Greeting... | ENTER ID NUMBER:

Greeting1of 3 = ENTER ID NUMBER
Greeting 2of 3 Welcome to JobCo
Greeting 30f 3 | Time Clocks Rule

Close

My Hourly Rules expin...

Employee Input (optional)

Collect
When
Using Format

Show Totals

Overtime1 Week |0 Day O
Overtime 2 Week |0 Day O
Warning Less |0 Over | 14
ronang
0 «—7 IEl
Out [~ |
000 [~ |

—

—

Printer button - used to print the Time Clock Rules screen.

2. Employee Greeting - Select the Greeting link to enter up to three different messages that will appear on

the display of the time clock.

3. Warning Flags - Set warnings to be flagged for punches. If a punch pair is less than or exceeds the
specified time, a red “W" will appear next to the punch pair in your reports and in the Punches screen.
4. Rounding - Use the drop-down Rounding window to select the type of global rounding to be used for
your hourly calculations. Details on rounding rules are at the end of this section.
5. Data Fields - Collect optional data from the time clock. For example, tips or a job number can be

recorded for reporting purposes.

e Enter a job name or task in the data field window or leave it at default. This name will display on the

time clock.

Select whether the information is collected on the IN or OUT punch.
Choose the format (number of digits) of the data to be entered at the time clock.
Select the Show Totals checkbox to total the data field entries on your reports.

Read the Getting More From TimeVue Lite — Departments section, on page 36, for instructions on

activating this Employee Input feature.

NOTE: For more information on Custom Rounding, Custom Hours, and AutoPoll, refer to the “Getting
More from TimeVue Full — Time Clock Rules” section later in this manual.

Rounding Rules

There are five different rounding rules available from the Rounding drop-down box.

Rounding affects ALL punches in TimeVue.

NOTE: Custom rounding is only available in TimeVue Full.

[ Custom ]
MNone
Quarter Hour
Slant Hour
Tenth Hour
Custom

e None - Punch duration is based on the actual time registered on the time clock. TimeVue calculates

totals to 1/100" of an hour.

Page | 6



e Quarter Hour - Rounds and calculates punches from the nearest quarter of an hour, with the
split occurring in the middle of each quarter hour. This is 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.

e Slant Hour - Quarter hour rounding similar to above except the break point occurs on the 5™
minute or 10" minute depending on whether it is an IN punch or an OUT punch. (9/5 split on
IN punch, 5/9 split on OUT punch.)

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

Example: An In punch at 7:50am would calculate as 7:45am.
An In punch at 7:51am 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.

e Tenths Hour - Tenths of hour’s calculation (no rounding occurs). This selection calculates
punches from the tenth hour point and advances each six minutes.

To illustrate: Minutes Minutes
10th 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 4.00pm.
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Getting More from TimeVue Lite — Time Clocks

& Time Clocks - TimeYue
ime Clocks icon

BS99 R

My Time Clocks expin..

] # Time Clock Hame Type Port Dialup String el

1 TIME CLOCK RS232 COM 4
RS232
RS485
MODEM E

HPx000

VIRTUAL

4

1. Use the buttons on the TimeVue Tool Bar to set up your clocks in the Time Clocks screen. Place your
cursor over each button and a tool-tip description will appear describing each button’s operation. Three
important buttons are described below:

Reset Selected Clock - Select this button after updating employee information in the
"3“.};'. software, this will trigger TimeVue to send the new information to the clock the next time it is
polled. This option should be selected if you have only one time clock.

Reset all Clocks - Select this button after updating employee information in the software,
this will trigger TimeVue to send the new information to the clocks the next time it is polled.
This option should be selected if you have multiple time clocks.

Set the Time Clock Version - This corresponds to the firmware version of your Icon Time
'L';l.- Systems data terminal. If you have a newer clock, leave the setting at V7D or above.

Type — this option is used to select your time clock communication type.

Dial Up String — this option is used with a modem or HandPunch time clock.

Test — used to test time clock communication, after initial setup.

Set Time — automatically sets time on serial, USB, and Ethernet connected Automated Time Clocks.

uhwn

Connecting Your Automated Time Clock Using a USB/Serial Connection

PIN entry or PROX entry time clock

Connect the blue USB to Serial adaptor to the serial cable.

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

Click on the Time Clock button on the TimeVue Switchboard.

Click the Add a New Time Clock button to insert a new time clock to the list.

The clock number is automatically entered for you.

Enter a name for your time clock in the Time Clock Name field.

Use the dropdown arrow to select RS232 as the clock Type.

Select the Port number used by your USB/serial cable. Need help finding the assigned port? Go to page
52.

Page | 8
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9. Click the Test button to verify that your computer can communicate with the time clock.

Setting Up Additional Time Clocks - For instructions on setting up more than one USB/Serial
connected time clock refer to the Setting Up Additional USB/Serial Connected Time Clocks section on page
47 of this manual.

Connecting Your Automated Time Clock Using an Ethernet Connection
PROX® and PIN with Ethernet

NOTE: Before moving forward you must disable the Windows Firewall. If your firewall is not disabled you may
not see your time clock in the list as shown in Step 1 below. You can re-enable your Windows Firewall after
time clock communication has been established.

INSTALLING TIBBO ETHERNET COMMUNICATION SOFTWARE

NOTE: If your computer is running Windows Vista Operating System you must install the Tibbo 5.0
software located on our website at:
http://www.icontime.com/support/download view.asp?ID=32

1. Go to your Windows Start menu.
Under Programs > Icon Time Systems > Ethernet Clock Setup
Open the Install Tibbo Software.
2. Follow the on-screen instructions to set up the Tibbo Ethernet Communication Software Suite.

DS Manager — The DS Manager software is used to manage your Ethernet Time Clocks.

To open the DS Manager software select Start>Programs>Tibbo>DS Manager
The DS Manager discovers the Ethernet time

clocks by broadcast and lists them as shown. Manager - V312 e =10lx|
The default IP Address is set to 1.0.0.1. Access mode:
ILocaI Device Servers (auto-discovery by broadcast] L] Refiesh '
e If there are no time clocks are listed click 5
the Refresh button. Stalus | MAC [ 1P | Owner/Devicen.. | Settings '
i 023416083 1.0.01 [local) T l
Troubleshooting: If the time clock does Intisize |
not appear after refreshing then your Routing Stas |
firewall may be enabled. oz |
T Change P
Setting the Clocks IP Address e
1. Select the time clocks IP Address N Add
N

from the list and then click the
Change IP button to establish a
unique IP Address for the unit.

- Connection is closed [Device Server is idle)
| Cunent IP-address is unieachable. Mare info..

NOTE: Speak with your network
administrator to determine an
available IP Address to assign to your
time clock.

’\ Device Server is operating normally
7
<
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http://www.icontime.com/support/download_view.asp?ID=32

2. Enter the IP Address in the space provided and Changing Device Server IP-address...
clock OK.

Enter new |P-address for this Device Server
Verifying Correct Configuration

1. Back at the DS Manager screen, click on the (Pracdess: [ 192 166 . 2 _ 10
Setting button to go to the Property Settings .
screen. 20

2. Use picture below to verify that your time clock is | 0K | Cancel |

set to the correct default configurations.

Your IP Address will appear at the top of this gy (ol x|
screen. ’
TimeCale | Network Settingsl SeriaISettingsl Outbound packetsl &l |
The correct settings are: IP-address 192.168.2.10
Port 1001
o IP-address: The IP address set on Franspott piotocol d=lL8
step 2 above. Serial interface 2- Autornatic
e Port: 1001 RTS/CTS flow contral (- Disabled or remote
e Transport Protocol: 1-TCP (b L oeree
. . Baud rate 3- 9600 bps
e Serial Interface: 2-Automatic Paity T
. RTS/ CTS flow control: TR 1-Bbits
0-Disabled or remote Soft entry into Senal programn 1- Enabled (optionT)
e DTR mode: 0-Idle or remote Dn-the-Fly commands 1- Enabled
e Baud rate: 3-9600 bps
e Parity: 0-None
 Data bits: 1-8 bits I%
¢ Soft entry into Serial Program:
1-Enabled (option 1)
¢ On-the-Fly commands:
1-Enabled
3. Click on OK to save this information into i lisge Pessword | [ OK |  Cancel 7
7

your time clock.

NOTE: The other tabs listed provide advanced
options, not required for setup.
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Creating a Virtual Serial Port Using VSP Manager

Before setup is complete you must create a Virtual Serial Port. This port is used in TimeVue to connect to

the time clock.

Here’s how:
1. Go to your Windows Start menu

2. Under Programs > Tibbo open the VSP Manager software.

If you are using Windows Vista OS you will have to run the
VSP Manager software as an administrator.
Run VSP Manager as an administrator by following these
instructions:
a. Find the VSP Manager software as described above.
b. Right click on the VSP Manager software icon.
C. Select the Run as Administrator option.
d. A warning may pop up notifying you that “An
unidentified program wants to access your
computer.” If this window pops up select Allow.

3. The window to the right will appear.
NOTE: If you receive a Windows Security or logo testing
warning, select the option to Continue.

1. Click Add in order to add a new Virtual Port, or Edit to
view or change an existing port (shown above)

2. The VSP name is the COM port that you are creating. For
best compatibility, choose anything from COM5 —
COM16.

3. Under the Networking Settings change the options listed
to the following:

Transport Protocol: TCP

On-the-fly commands: Out of Band

Routing model: Client

Connection Mode: On Data

Destination Mode:

IP-address:

» Click on the Select Device Server from the
list button

» The DS Manager window will appear. Double click
on the IP Address of the time clock you wish to
set up.

e Port: 1001
4. Click OK when done.

Single Destination.

Setting Up Your Ethernet Time Clock in TimeVue

[1vsP Manager - ¥3.12

Add, configure, and remave Yirtual Serial Ports [YSPs)

W

Properties: new ¥SP - ¥3.12 i X

General properties | Guibaind packeis]
! [eutodscad ]

WSP
name; COMS ks
[ Enable data logaing (in Port Monitor)

—Networking
Transport l—j Routing '—:]
protocal: ce e moade: | Client v
On-the-fly Connection l—_]
commands: |Uul-of~Band j' made: |0 data -

Connection [g5 Listening 'H—
timeout: port;
Destination
Destination [z T
R ISlngIe destination :]

[™ Enable MAC -> IP mapping

|P-address: ] 192 .168 . 2 . 10 Port: ]1001

| Select Device Server from the list... i

0K r\{_l Cancel '
2%

Load ‘ Save I

A

1. Back at the TimeVue Switchboard, click on the Time Clocks icon.
2. Click the Add a New Clock button to insert a new time clock to the

list.
3. The clock humber is automatically entered for you.

4. Enter a name for your clock in the Time Clock Name field.

Page | 11
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5. Use the drop down arrow to select RS232 as the clock type.

6. Select the port number assigned above in Step 2 on page 11 under Creating the Virtual Serial Port.
7. Click the Test button, as shown here, to — o
ify that your computer can communicate | o . o LIoNg
verlfy @ Time Clocks icon

with the clock.

8. If the communication test is not successful,
verify that all of the settings in Tibbo, DS
Manager, and the VSP Manager are correct. +teraon ' REIVE

SHH Y R

My Time Clocks explain...
+ XS

Setting Up Additional Time Clocks - For
instructions on setting up more than one
Ethernet Time Clock refer to page 48,
Setting Up Additional Ethernet Time Clocks
in this manual. =

Setting Up Automated Ethernet Time Clocks for Remote Access - For instructions on setting your
Ethernet Time Clock for remote access refer to page 48 of this manual, Ethernet Time Clock — Remote
Location Installation.

Connecting Your Automated Time Clock Using a Modem Connection:

Click on the Time Clock button on the Switchboard.
Click the Add a New Time Clock button to insert a new time clock to the list.
The clock number is automatically entered for you.
Enter a name for your time clock in the Time Clock Name field.
Use the dropdown arrow to select MODEM as the clock Type.
Select the Port number used by your modem.
Dialup String - Enter in Dialup String:
MODEM:ATE1:"phone number”. An example would be

Nowuhwhe

Dialup String
MODEM: ATE1:5035551212

Click the Test button to verify that your computer can communicate with the time clock.

Set Time — Setting the time on a clock with modem connection must be done manually at the time
clock. You do this by entering the time clocks Supervisor Mode and then press the up arrow key to get
to the Set Date & Time option.

0 o0

Setting Up Additional Time Clocks - For instructions on setting up more than one modem time
clock refer page 48, Setting Up Additional Modem Time Clocks in this manual.

Connecting Your Biometric HandPunch Time Clock

1. HandPunch Enable Code - Before setting up your HandPunch time clock you must install the
HandPunch Enable Code.
e The option code is located on page 5 of your TimeVue Quick Start Guide.
e In TimeVue, select Install Modules from the Switchboard and enter HandPunch Enable Code.
e Additional instructions on setting up your HandPunch can be found on the RSI documentation CD.
2. Click on the Time Clock button on the Switchboard.
3. Click the Add a New Time Clock button to insert a new time clock to the list.
4. The clock number is automatically entered for you.
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5. Type - Under type use the drop down arrow to select HPx000.
6. PORT - select the COM port used by your HandPunch.

HandPunch with RS-232/RS4222 — To determine the PORT used review the information on
page 52 of this manual.

HandPunch with Modem - Select the port used by the modem.

HandPunch with Ethernet — The PORT setting is not used. The default setting of COM 1 is
acceptable.

7. Dialup String
¢ HandPunch with RS-232/RS422 — Leave the Dialup String field blank.
¢ HandPunch with Modem — Under the Dialup String field enter

MODEM:AT&F0:”phone number”. An example would be
Dialup String
MODEM: AT&F0:503555121 2

¢ HandPunch with Ethernet

NOTE: The Static IP Address must first be set on your Ethernet HandPunch Unit.

Here's how to set it:

Press the Clear and Enter keys at the same time to enter Supervisor Mode on the HandPunch
Unit.

When prompted for a password, press the 2 key and then the Enter key.

Various menu options will display. Press the No key until the Set Seria/ option appears. Press
the Yes key.

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.

Do not change the Gateway setting. Simply press Enter again.

Select 9 and then Enter for the Host Bits setting.

Press the Yes key when prompted for BAUD 9600.

Press the Clear key to exit out of Supervisor Mode.

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.

Go back to the Time Clocks Screen in TimeVue. Under the Dialup String field enter the

following:
NET:Clock IP Address:UNITO . An example would be
Dialup String
NET:192.168.2.226:UNITO

8. Test - After completing the entry for your time clock, click the Test button to verify connectivity with

the clock.
9. Set Time — the date and time must be set at the time clock and cannot be set from the TimeVue

software. Here's how to set the time:

Page | 13

Press the Clear and Enter keys on the clocks keypad at the same time.

Enter your clock ID number and press Enter on the keypad.

Place you hand in the clock.

The display should now show Enter Password. Press the 2 key and then the Enter key

Keep pressing the No key until the clock display shows Set Date and Time.

Using the numbers on the keypad enter the month, day, year, hour and minute in the format
shown on the clock display when prompted.

The clock display will show Set Date and Time again when the time has been edited
successfully. At this time press the 5 key on the keypad to return to main menu.

The clock time should now be correct on the main screen.



Getting More from TimeVue Lite — Departments

‘Departments - TimeYue - =10 x|
& Departments icon
N A @ B
My Departments expin... /\

+ X &
J ue"';"me“‘ Lunch | patarLp In Zone ™ outzone OT Rules 2
ame
OFFICE 4t OT1 only
SALES OT1 only

NAC
TEST 0/ min @ 4 hrs
BREAK 0| min @ 0=

OT1 only
OT1 only
OT1 only

<

1. Autolunch - Create an Autolunch deduction for each department. In this example, anyone in the
Office department will get 30 minutes deducted from their daily hours if they work for more than 4
total hours during a shift. The Sale department will get deducted a 60 minute lunch after 5 hours.
Enter 0 for min and hrs if employees are required to clock out for lunch.

% NOTE: Autolunch by Day Button - Select this button if employees transfer between many different
departments or clock IN and OUT many times during the day. If the total hours worked for a group of
punches satisfy the hours entered in the Lunch column, Autolunch will be deducted for the day. If

Punches screen. The actual lunch deduction will show up on a time card or employee report.

2. Revision Zones - Create optional revision zones if everyone in a particular department works the
same shift hours.

In Zone Out Zone

7:45a to 8:00a 4:00p to 415p

In this example, everyone in the Office department works 8:00am to 4:00pm. The In Zone is used to
prevent giving employees extra minutes if they clock IN a little early. The Out Zone prevents giving
employees extra time if they clock OUT late. This is a form of rounding specific to each department.
Revision zones take precedence over the rounding rules set in Time Clock Rules.

In the above example, if an employee clocks in between 7:45am and 8:00am, their time won't start
calculating until 8:00am.

If an employee clocks out between 4:00pm and 4:15pm, their OUT time is rounded to 4:00pm. If the
IN or OUT punch is outside these zones, the time does not get altered.

3. OT Rules - Select separate overtime rules for each department. Overtime rules are established in the
Time Clock Rules screen.

4. DATAFLD - Select the DATAFLD checkbox if people in the department will be recording additional
information such as tips, job numbers, or task numbers at the time clock. Review the “Getting More
from TimeVue Lite — Time Clock Rules” section for more details on this field. DATAFLD information will
appear in the DATAFLD column of the punches screen and employee reports.
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Getting More from TimeVue Lite — Employees

Night Sht|
Day Shift
Temporary

R X
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8 Employees icon

PEmployees - TimeYue n E B ? ﬁ =101 x|

BIK < > >l e B = BI88|B=(0 @4_E| 110

Employee Details expuin... ¥ % status (Eited | Department

Full Hame | Joe Smith Display As | Joe + X SGAAVVES
| Dept Hame $Hour |4

Address1 | 9658 East Lancing Dr. Badge/Pin | 2596 | NAC 1000

PayrollID | 123456 OFFICE O 2000

Address 2 | Portland, OR 98565

Phone | 503-999-5623

SSH
Class  Temporary ﬂ

Time Clocks explain...

X )
[Tlme Clock Hame| Status | 4]
11 OFFICE

WAREHOUSE *NEVW*

4

<

Find employee - Use the arrow buttons, drop-down name window, or drop-down employee ID
window to locate a particular employee.

Select the Add New Employee or Delete Current Employee buttons to add or delete
employees, respectively.

Select the Display Employee Roster Report button to view or print a list of your employees
and their ID numbers.

Select the Assign New Badge Number button to reassign the employee another Badge\ID
number. Enter the new ID number and click OK as shown in the screen below.

&7 Timeclock ID - Time¥ue I x|
Enter a 3-Digit Badge /Pin number for the new
Employee
O J Canc:

Select the Require Validation button to toggle the Validate In/Outs option. This option should
be enabled UNLESS employees are allowed to clock IN at one clock and clock OUT at a second
clock during the same shift. The tool-tip that appears when you hover your mouse cursor over
the button will indicate whether this option is enabled or disabled. In most cases, leave this
option ENABLED. This option affects ALL employees.

Select the Show Picture button if you want to display a .bmp or .jpg of the employee. Simply
browse to the location of the file after double-clicking in the picture area.

Class - Create a unique classification name for a group of employees. This can be used to
assign global hours to just that group. Paid holidays are an example of global hours.

. Assign an optional Payroll ID number if it is required for your payroll processing software.

Show Hours and Swipe and Go: Select Show Hours if you would like to display the total
hours worked by the employee.
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NOTE: Show hours - works on a weekly basis. The clock must be polled two consecutive
times before the employee clocks in the next shift to properly display total hours through the
previous shift.

Swipe and Go: Select this option if you want the employee to simply enter their ID number or
swipe their badge at the time clock. The clock will display “Entry Recorded” and nothing more.
Do not use Swipe and Go if employees need to change departments, jobs, or if you would like

them to manually press the IN or OUT buttons when using the time clock.

10. Assigning Departments - You can assign an employee to multiple departments by selecting

11.

the “+” (Add a new row) button in the Departments section. An optional wage can be assigned
for each department. Use the Department tool bar buttons to arrange the department list
order:

AAVVYES

The choices are:

Move the department to the top of the list,
Up one row

Down one row

Move to the bottom of the list

Show department at the time clock

Hide department at the time clock

Departments will display at the time clock in the descending order of the Department section
list.

Assigning time clocks - Select the “+” (Add a new row) button in the Time Clocks section to
assign the employee to a time clock. To delete an assignment, highlight the clock name and
select the “x” (Delete the selected row) button.

B Assign Time Clock ':;J
Employees can be assigned to multiple time clocks. 2
e Select the "+ button in the Time Clocks section to add a clock. TS YR AFADOMU peesy
¢ In the Assign Time Clock window, click next to the clock name in
the Time Clock column to assign the clock to the employee.




Getting

More from TimeVue Lite — Punches

;; gg % i‘: 2? 2 2—,? Hours for the week of 5/21/2006: 0.00 +XSRAVYBD
© T 20 2 7 Irthe pay period beginning 5/01/2006: 45.00 J Dept Hame $Hour &

¢ Punches EN SN pC
! %

&K < > e B 25 - s BV D@

Employee Punches epin.. \Izl

2596 -- Joe Smith  STATUS: Edited

+ X & Show Punches from | Last Pay Period -
b

In Date and Time Out Day and Time |Lunch Department | Hours DATAFLD Codes =
41372006 Thu  8:00a Thu 4:00p NAC 9.00 E
4152006 Sat 8:00a Sat 1:00p OFFICE 5.00 E
“(0s11612008 ]

[ « May 2008 >
Sun Mon Tue Wed Thu Fri Sat —
M1 2 3 4 5 6
7 8 9 10 11 12 13
S| 5@ 17 1813 20 Departments explin...

NAC 10.00
OFFICE 20,00

) Today: 5/23/2006

4|

View and edit punches after they are downloaded from the time clock. Punches can also be entered manually
in the punches screen.

h:ﬂl'

®

v4.
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Add or delete punches - Selecting the Add New Punch Pair button will create a new row
in the Punches screen. You can manually add punches in the table after doing this. Selecting
the Delete Selected Punch Pair button will remove the selected punch pair row from the
table.

Entering Dates - Select the date drop-down box. Select the desired date from the calendar
or type in a date manually. Enter or edit the desired IN time, the OUT day and time, and
department assignment for the punch row. The total hours for the punch pair should
automatically be displayed in the Hours column. The Codes column will display a “W” for
warning if the punch pair is incomplete or violates the warning rules established in Time Clock
Rules. An “E” indicates the punch pair was manually edited.

Select the Toggle Autolunch button to toggle the Autolunch deduction for a selected punch
pair. This will remove the Autolunch deduction from the lunch column and display *NL. Do
not use this feature if you have not established Autolunch in your department list. Refer to
page 37, Getting More from TimeVue Lite - Departments for details regarding the Autolunch by
day feature.

Select the Locate the Next Exception Punch button to go to the next exception punch in
the list. This allows you to quickly view all the punches flagged with a warning “W”.




b~ 5. Select the Add non-worked hours button to assign sick, vacation, holiday, or other non-

= worked hours to this employee.
e Choose the date from the drop-sown calendar & i Non werked e SRR I
window. s ’
Enter the total non-worked hours. # Individual =en
e Select Allow OT if these hours will be applied to &
overtime for the week. RO HOUS:
e Enter a three-character code name for your hours. oute (0520006 T
These entries will be saved. Hours |75
e Select the Add These Hours button to create an Allow OT
entry in the Punches screen. Code
e The Add Hours Code will appear in the Code column i
of the Punches screen and on your reports.
Add These Hours J Cancel )
@- 6. Select the Add Global Hours button to assign non-

worked hours to a group of employees.

e Choose the date from the drop-down TSI =oil x|
calendar window. @, Global icon

e Enter the total non-worked hours.
e Select Allow OT if these hours will be =

applied to overtime for the week. Add Hours expiin..

¢ Enter a three-character code name Date | osparocs |
for your hours. Hours | 80D

e Use the Select By drop-down window Allow OT
to assign the hours to all employees Code: | Vac -
or by Class. Choosing Class allows Se":‘lf’y e :

you to assign hours to employees
belonging to the same Class value.
Review the “Getting More from
TimeVue Lite - Employees” section to create a Class.

e Select the Add These Hours button to create an entry in the Punches screen for the selected
group of employees.

Add These Hour

o 7. Select the Time Card Report button to view or print a timecard report for the current

employee.

"z%' 8. The Insert an OUT punch button is activated if the employee is set to Swipe and Go. Click the
button and choose a date and time for the OUT punch.
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Getting More from TimeVue Lite — Archiving and Restoring

TimeVue data should be archived on a regular basis. In general, you should archive your database:
e Before making any major edits in the program.

Before attempting to update TimeVue or reinstalling TimeVue on another computer.

Before attempting to import Poll Log files.

Before restoring any old archives for reviewing or report purposes.

Before any major upgrades to your operating system.

Archiving Data

1. From the Switchboard, select the Archive ave archive s 21X
button Save in: I‘;] TimeSource j - &5 EF-
i ;lMcKenzie Setup v0.9.1.1

2. By default, TimeVue will name your archive
Archive.arc. You should give each archive a
unique name and date so that it can be easily
identified. For example, archive_43006.arc
indicates the archive was created on 4/30/06.

_1PollLog

1 Tool_TIPS

@ test.arc

@ test_doc.arc
test_nodata.arc

@ test2.arc

3. Select a location to save your archive.

4. Click Save to start the archiving process. s

5. Removing old data: Always select No before et . T — d e |
clicking OK unless you want to remove et q Lo

punches or employees from your database. If you select Yes, type in a date or use the drop-
down calendar to remove punches prior to that date.

This will permanently remove punches from the software .

Remove Old Data? 3

Your data has been archived.
Do you wish to remove old data from your database?

This will remove deleted emplovees and punch data prior to;

NOTE: TimeVue always retains Current & Previous Pay Periods in its software. Therefore, only date
ranges prior to those periods will remove punch data.
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Restoring Data

On occasion you may need to restore data to your software. This generally occurs if something catastrophic
happens to corrupt your files. You may also need to restore data for purposes of reviewing employee
attendance, resolving labor disputes, and generating historical reports.

NOTE: Make sure you create a new archive of your current database before continuing.

1. From the Switchboard, select the Restore Bl S Tinesouce A cmsE
.:l cKenzie Setup v0.9.1.
button. :J::Ioll;-og Setup v0.9.1.1

1 Tool_TIPS
@test.arc
Q test_doc.arc
@test_nodata.arc
Ijtestz.arc

2. Browse and select the file to be restored and
click the Open button.

3. You will have the option to Append or
Overwrite your current data. You will see the
dialog boxes shown below.

Append Data? o |

)
L\l) Would you like to append this archive to the existing data in your database?

= File name: |test_docvarc _:] DOpen I
0 Files of type: ITime\/ue Aychives [*.arc) _ﬂ Cancel

Z

Yes Mo | Help |

4. If you are reviewing historical information: When the ‘Append Data?’ dialog box appears,
click the Yes button to append the data into your current database. This will merge previously
deleted punches and employee information back into the current database.

This information can now be viewed or printed.

NOTE: When you are finished reviewing historical data, RESTORE the current archive you made as
described in the beginning of this section and OVERWRITE the *historical’ database.

If you are restoring an archive because of a corrupt database: Select No at the ‘Append Data?’ dialog
box and select Yes in the ‘Overwrite Data?’ dialog box that follows.

Overwrite Data? i x|

e Are you sure you want to overwrite your datal
THIS WILL ERASE ANY DATA YOU CURRENTLY HAVE LOADED IN TIMEYUE!

Yes I Mo I Cancel I
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Getting More from TimeVue Lite — Poll Logs

Each time the time clock is polled, a poll log file is created. These files can be useful if you need to recover
and re-import punch information into TimeVue. The information in each file can be viewed before it is

imported into TimeVue.

NOTE: You should use caution when importing punch data. Duplicate punches will occur if the same punch
data already exists in TimeVue. Any duplicate punches need to be deleted individually in the Punches screen.

Any duplicate, missing, or incorrect data should be
manually edited in the Punches screen.

1. Select the Poll Log button on the Switchboard to
view the poll log window shown on the right.

2. Highlight the desired poll log and click the View
Log button to view its contents.

3. Select the Hide Empty Logs checkbox to hide
poll logs that contain no data.

4. To print the list of poll logs, select the Print Log
List button.

5. If you have viewed a poll log and determined that
it needs to be imported into TimeVue, select the
Import Log button.

Always create an archive before viewing or importing poll logs.

Create an employee report for the needed time period and verify the punches that are not in TimeVue.
View each poll log to determine if the file contains the missing punches.

Re-import the desired poll log file and create another employee report.

x

Pall Log

Approx. Punches

Clock Name
Time Clock

L3 print Log Listl viewlog| [ HideEmptyLogs [ Import LogI

6. Select the Yes button in the Import Poll Log dialog box if you are sure that this poll log needs to

be imported into TimeVue.

Import Poll Log B

Are you sure you want to import this poll log?

x|

WARNING! There is a high risk of duplicating data if this poll log information is already in the database!

Yes Mo |
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Getting More from TimeVue Lite - Reports

TimeVue Lite generates a wide range of reports. Reports can be viewed, sent to a printer, or saved in
different file formats. To access the Reports module, click on the Reports button in the TimeVue Lite
Switchboard. All clocks should be polled prior to creating reports. This insures that the reports are current.

To create a report, a report type must be chosen in the @ Choose Report window. A Time Frame is then
chosen in the @ Window. Select Report Options and a report format in the€® Report Options window and
then click Run Report.

Report Types (window ) X
- . i~ Choose Report: 1
The following types of reports can be generated with [l Q
i ite: Elenpioyee ?ﬁ“i’ﬁ’aﬂ“ 5;1;1/223003 5/14/2005
TimeVue Lite: Depavlment h: :ee'.'o 2 //2 e/z2/7005
1 . Time Ca rd \.p::gjm - '-ay eriod -- 4/25/2005 - 5/8/2005
Exception
2. Employee
p y Datef 4 72572005 (=] Thie| & / 8 /2005 (=] Show Report As:
3. Department T 7 o [F7E5
4. WhO’S In [~ Report Description:
The Time Card report will be previewed on screen for all employees and all departments for
5 . Ta rdy last pay period.
6. Exception o

Time Card - Shows punch details and hourly totals in a time card format. When using the ‘View’ selection, all
employees will be listed in the left window frame in alphabetical order. An employee’s timecard can be viewed
by selecting the name in the left window frame. Each employee timecard will be printed on a separate page.

Employee - This report also shows details and hourly totals. When using the ‘View’ selection, all employees
will be listed in the left window frame in alphabetical order. The right window frame lists employee details in
alphabetical order, but without a page break between employees. Grand totals for department, regular, and
overtime hours are presented at the bottom of the report, along with total wages.

Department - Shows employee details ordered alphabetically by department. When using the View’
selection, all departments will be listed in the left window frame in alphabetical order. The right window
frame lists employee details grouped by department with hourly totals calculated for each department. Grand
totals for department, regular, and overtime hours are presented at the bottom of the report, along with total
wages.

Who's In - This report has a ‘Clocked In” and a ‘Not Clocked In’ section. Anyone that has clocked IN before
the last polling, but not clocked OUT, will be listed in the ‘Clocked In’ section.

Tardy - A report will be generated based on the time range that is entered in the Time dialog boxes in the
Time Frame section of the Reports Screen. For example, let’'s assume employees need to clock IN by 8am. If
you specify a tardy range from 8:01am to 11:00am, anyone that clocks IN during this period will be flagged as
tardy in the report.

Exception - Provides a list of punches that are flagged with a "W’ warning symbol in Edit Punches. Warning
options for punch pairs are also initialized in Time Clock Rules.
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Time Frames (window &)

The Time Frames window in the Reports screen allows you to select the time frame for your reports.

Today - Only include employee data for the current day. Today ~ 571272005

Yesterday -- 5/11/2005
This Week -- 5/8/2005 - 5/14/2005

Yesterday - Only include yesterday’s employee data. This Pay Period - 5/9/2005 - 5/22/2005
Lest Pay Perod - 4/25/2005 - 5/8/2005
ustom
This Week - Only include employee data for the current week.
This Pay Period - Only include data for the current pay period. The pay Date] 5 /9 /2005 [z Thite| 5 /2272005 =]
period is based on your payroll period defined in Time Clock Rules. Time: 12:00a Thitt |11:59p

Last Pay Period - Only include data for the previous pay period. The pay period is based on your payroll
period defined in Time Clock Rules.

Custom - Allows you to specify any time frame to include data for the report by entering dates in the Date
and Thru windows. The ‘Date and Thru’ windows become active when Custom is selected.
NOTE: The ‘Time and Thru’ windows are activated when you select a Tardy report.

Report Options (window &3)

The type of Report Options available will depend on which Report you select in the

.  Report Options:
Choose Reports window.

72FS how YW ages
[] Summary Report
Show Wages: If hourly rates are assigned to employees, the report will include a

column for the total wages for each shift.

Summary Report: This will show total employee hours worked in each department.
Individual punch data is not included in the report. Show Report As:

I\/iew L]

Show Report As:

TimeVue Lite allows you to save reports in different formats. Clicking on the down arrow in this window will
allow you to select from many convenient formats. Once you have chosen a format, click on the Run Report
button to generate a report. The available report formats are:

View: This opens the report in the TimeVue Reporter window. The information can simply be viewed or
printed from this window. The image below shows the options available in the View Report window toolbar.

B &em. D@ OB @aln: =N ¥s | & Back @ Foward
1 2 3 4 5 6 7 8

1. Content Toggle: This will close the left content window pane. The content window lists the
individuals or items in the report.

Print: Takes you to the print dialog box. You can print all or individual pages.

Copy: This copies the current report or timecard displayed to the clipboard.

Search: Searches the report for words or character strings.

Pages Toggle: Allows you to view single or multiple pages in the report screen.

Zoom: Changes the magnification of the text in the report screen.

Page Toggle: Allows you to go to the previous or next page in the report.
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8. Back\Forward: This records the history of your steps. You can go backwards or forwards to view
the same sequence of pages in your report.

Additional report formats include the following:

Direct to Printer: Prints the entire report without the option to select pages or options.

PDF File: This will output the report in Adobe Acrobat .PDF format.

HTML File: Creates an HTML report format, which is suitable for Web viewing.

RTF File: Report is saved in Rich Text Format and is compatible with MS Word.

XLS File: This will save the report in an .XLS spreadsheet format for use in MS Excel.

TEXT File: This will save the report as a simple text file for use in any text editor.

ASCII (alphanumeric): Exports the file in a comma separated, text format.

ASCII (numbers only): Exports the file in a comma-separated format with only numeric fields.
ASCII-VI (alpha): An older export format used in earlier versions of TimeVue Lite

ASCII-VI (numbers): An older export format used in earlier versions of TimeVue Lite.

Select the file format in the ‘Show Report As’ drop down box as ~ oa 7757205 = the [57 "'»”Zl}lb‘howﬁepormsz

shown. To create the report, click on the Run Report button in [0 T390 PLsiots sl I
the lower right corner of the Reports screen. - Report Description: 7
Sending DEPARTMENT to:
C:\Program Files\T sourcel/ 7\ Tutorial and Test fileshTest_report302205.ls
cose | [
If you have not chosen to simply ‘View’ the report, you will ESEES ' : KIES
get the option to name and save your report file in the B S A emsE

;l Images

folder of your choice.

NOTE: Totals too large to be represented on a report will
be displayed with dashes “"—".

File name: ZI Save
Save as type: | Excel Document (<L) =l Cancel
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Getting More from TimeVue Lite — Payroll Exports

2 TimeVue Lite provides five major payroll exports. Select the Payroll Export button from the
i ParoliBport — Gwitchboard to access the export screens.

Exports included with TimeVue Lite:
¢ ADP Payroll Services
e PAYCHEX (PAYCHEX Payroll Services and Preview 0002)
¢ QuickBooks (QuickBooks Pro Timer and QuickBooks Pro)

ADP Payroll Services X
Employee Data: Payroll Exports =l
Provide each employee with a valid ADP file number.

. . Export As: @ Howrs  Q Wages
This should be added under the EMPLOYEE screen in e S g ovrime . overtime
the field titled PAYROLL ID. - o i S ool e —

8';92”85‘ Departmert: [m Holiday W |— |—
NOTE: Each ADP file number (provided by ADP) g B
should be six-digits, with leading 0’s such as: 000001 T —
Export options: ADP Company Cod-\:— [4BC ADP software: Wm'—j ADP File ID: I—Fpi

Check your export codes. Icon Time Systems provides

standard export codes for export to ADP. These codes | EEE|

can be found in the boxes under the Regular, Overtime

1, and Overtime 2 columns shown above. You should consult with your ADP representative to confirm that
these export codes 013, 014 and so on, are appropriate for your account. Should different export codes be
required, type the new codes (provided by ADP) into the proper window in the export codes boxes. They will
automatically be saved for future use.

The export path should not include a file name. Typically you would enter the directory path in which your
ADP software resides. Make sure that the path you specify is ended with a "\" such as: C:\PCPERS\

After entering the proper codes, timeframe, and export path, select the RUN EXPORT button to create the
export file.

NOTES: Automatic Data Processing’s DOS version 5 & 6 payroll and all windows software are supported. If
you are running multiple departments per employee, with different pay rates for each department, you must
use the ADP windows export or use export by wage. Your ADP representative will provide you the export
codes for exporting by wage. The default codes provided with TimeVue are for hours export only.

8: Payroll Exports N x|

PAYCHEX Paer" Services Payroll Exports @]
Employee Data:

Provide each employee with a valid PAYCHEX
employee number. This should be added under the
EMPLOYEE screen in the field titled PAYROLL ID.

PayChesx Export Options:

Office Number: [23 Client Number:  [3005 Site Number: [7
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NOTE: Each PAYCHEX employee number (provided by PAYCHEX) should be four-digits, with leading 0’s such

as: 0001.

Export Options:

Icon Time Systems provides standard codes for export to PAYCHEX. These codes can be found in the boxes
under the Regular, Overtime 1, and Overtime 2 columns shown above. You should consult with your PAYCHEX
representative to confirm that these export codes R1, R2 and so on, are appropriate for your account.

You must enter your PAYCHEX office number, client number, and site number. Your PAYCHEX representative

provides this information.

Save the export file into the directory of your choice. The export path should not include a file name. For

example, a sample path could be “c:\temp\".

NOTES: If you are running multiple departments per employee with different pay rates for each department,
you must use export by wage. PAYCHEX does not receive OT2 hours in their interface. If you use OT2 in
TimeVue, you should export by wages. The Days Worked export is not provided with this interface.

Preview 0002

Employee Data:

Provide each employee with a valid Preview 0002
employee number. This should be added under the
EMPLOYEE screen in the field titled PAYROLL ID.
NOTE: Each Preview 0002 employee number should
be six-digits, with leading Qs such as: 000001.

Export Options:
Enter the appropriate standard codes for export to

@:Payroll Exports

Payroll Exports

Export Path:  [c:\temp\preview.dat

Time Frame: Selsc

O ThisPay Employee:
O LastPay

@® custom

StartDate: | 8 /14/2000
EndDate: | g /13/2002 v

Run Export Cancel

Preview 0002. These codes are entered in the boxes

under the Regular, Overtime 1, and Overtime 2 columns shown above. You should consult with your Preview
0002 representative to confirm the appropriate export codes to use for your account.

After entering the correct export code, datafld, and time frame information, click the Run Export button to

create an export file.

NOTE: Save the export file into the directory of your choice. The export path needs to include a file name.
For example, a sample path and filename could be “c:\temp\preview.dat”.

QuickBooks Pro Timer

@: Payroll Exports

If you are using QuickBooks 2002 or later, please follow
the instructions given below.

1. Print out and read the documentation to use the
QuickBooks export. This documentation is on the
CD at: \userguide\TV-QB-Timer.pdf

2. An example of the export screen is shown below.
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Payroll Exports

ExpotName:  [quickBooks Pro Timer

L‘ Export Codes:

Export Path:  [¢no pathy

Time Frame: Select

@ This Pay Emoyee [ =]
O Last Pay Oepattnert: [ 3]
O custom
StartDate: [ 71072008 =]
EndDate: [4 71672008 =]
Quickbooks Export Options:

Company Create Time Code: li

x|

8|

Expot As @ Hows O Wages

Regular  Overtime1 Overtime 2

Reguer: [Reguar | [Overtime
Holiday: [Hoiday

DATAFLD [ |

Run Export Cancel




Here are some basic items to understand about this export module:

e This utility exports data directly into the QuickBooks database so both programs must be installed
on the same computer.

e Employee full names in TimeVue must match exactly the employee names in your QuickBooks
employee list.

e The export codes listed under the Regular and Overtime columns shown on the screen to the right
must match the Payroll Item name used in QuickBooks.

e QuickBooks must be running in single-user mode.
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Getting More from TimeVue Full — Time Clock Rules

Custom Overtime (Optional Module)

Overtime can be customized from the Time Clock Rules screen. TimeVue allows the overtime 1 and overtime

2 rates to be set by the user.

1. Change the overtime rate for overtime 1 or overtime 2 if

needed.

2. Select the Customize button to enter the Overtime Rules

screen.

3. Select the “"+"” or “x” button to add or remove an overtime rule.

There are three types of rules.

,:/ Overtime - TimeYue 7:

@ Overtime
T

Izl \Overtime by Date expain..

+x

Customize JOvertime 2 Week |0

My HgJyRules Explain...

7e

Overtime1 Week |0 Day O Rate |15

Day O Rate |2
Warning Less |0 Over |14

Rounding | None n

J Date

411612006

Aldaylong [

(check if you want to use a time range too)
to: Time and & half for working Easter Sunday.
[&n day long !

Description of Overtime

Sign-in time:

+ X%

Overtime by Day Of Week expuin...

] Day
Sat All day long

(check if you want to use a time range too)

Description of Overtime
to! Time and & half for working Saturday.

+ X &

Overtime by Daily Time Range exptin...

1 Time Range
Sign-in time.

Description of Overtime

tor 12:00a Time and & half for the night shift.

Overtime by Date
e Select the date to receive overtime.

e Select All day long or Sign-in time from the drop-down window. Enter the time range of the IN punch
if Sign-in time will be used to apply the overtime rate.
Enter an optional description for the overtime rule.

¢ In this example, employees working anytime on Easter Sunday 4/16 will receive time-and-a-half.

Overtime by Day of the Week

e Select the day of the week to apply the overtime rule.
e Select All day long or sign-in time from the drop-down window. Enter the time range of the IN punch

if Sign-in time will be used to apply the overtime rate.
¢ In this example, employees working on any Saturday will receive time-and-a-half.

Overtime by Daily Time Range

e Enter the time range of the IN punch that will be assigned the overtime rule.
¢ In this example, employees working from 6pm to 12am receive overtime.

Page | 30




Custom Rounding (Optional Module)

The custom rounding module allows you to customize rounding to a particular minute during the hour.
1. Select Custom as the rounding type in the drop-down window.

2. The Customize button will appear. My Hourly Rules expiin..

Customize JOvertime 1 Week |0 Day |0 Rate |15
Customize JOvertime 2 Week |0 Day |0 Rate |2
&7 Custom Rounding - TimeYue - x| Warning Less |0 Over |14

A - Customize y Rounding | Custom .
@ Custom Rounding E/' el V\El
ae

Custom Rounding Rules expiin...

If Minutes are greater than or equal to 45 but less than or equal 10

Delete
Round Minutes to 0 Appliesto | InPunches -]
If Minutes are greater than or equal to 15 but less than or equal 40

Delete )
Round Minutes to 30  Appliesto | OutPunches -]

Add Rule

Custom Rounding Test expin..

Test your Custom Rounding rules above by entering a time-of-day, and type of punch. Then press test.

A message box will show you the new time-of-day this will be rounded to as generated from the ab
rules.
Round | §:45 AM B8 asan |InPunch -] Iest

Select the Customize button to display the Custom Rounding screen.

Click the Add Rule button to add different rounding rules.

Enter the minutes for the rounding rule and apply them to IN, OUT, or ALL punches.
Test Your Rounding Rule - Enter a time of day and select the Test button.

a. In the above screen, there is a rounding rule for an IN punch and an OUT punch.

b. If an employee clocks IN between 15 minutes before the top of the hour and 10 minutes after
the hour, the time will be rounded to the top of the hour (for any hour during the day). In the
above example, if the employee clocks in at 8:46am, the clock IN time will be rounded to
9:00am. Running a test yields the following dialog box.

ouhw

Custom Rounding Test R x|
The Test Time of 8:46 AM entered as an IN punch would be rounded to 9:00 AM

c. In the above example, the other rounding rule will round the OUT punch to 30 minutes past the
hour if someone clocks OUT between 15 minutes and 40 minutes past the hour.
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Custom Hours (Optional Module)

Custom hours can be used to adjust the total hours worked for a shift.
1. Select the Custom Hours button to display
the Custom Hours screen. il B s e

Customize JOvertime 1 Week |0 Day |0 Rate (15

Customize JOvertime 2 Week | 0 Day (O Rate |2
Warning Less |0 Over | 14

Customize ) Rounding | Custom B

Sustom Hours J

?(ustom Hours - TimeYue - _XJ

@ Custom Hours
po

Custom Hours Rules exuin..
If HRS are greater than or equal to 8 but less than or equal to 85
Delete )

Recalculate hours as 9 hours plus HRS times 0

If HRS are greater than or equal to 10 but less than or equal to 12

Delete y
Recalculate hours as 12 hours plus HRS times [j]

E\} AddRule )

Custom Hours Test expuin...

Test your Custom Hours equation by entering the HRS value below then press test. A message box will
show you the new HRS worked that will be generated from the above rules.

2. Select the Add Rule button to add a Custom Hours Rule. Multiple rules can be entered.

3. Enter the total shift hours to be applied to the rule.
4. In the above example, there are two rules.

e If an employee works between 8 and 8.5 hours for a shift, they will get credited for 9 hours

worked.

e If an employee works between 10 and 12 hours for a shift, they will get credited for 12 hours

worked.
e Any hours outside these ranges will not be affected.
e Running a test for 8.3 hours gives the following correct result:

Custom Hours Test 1 x|
The Test HRS of 8.3 would be recalculated to 9

NOTE: Notice there is a “times” box in the lower right of each rule section. The last rule could be entered as
“Recalculate hours as 2 hours plus HRS times 1”. Assuming the original punch pair HRS was 10hrs, the

following calculation would occur: 2 hrs + (10 x 1) = 12 hrs.
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Getting More from TimeVue Full — Auto Polling

Auto Polling (Optional Module)

The Windows Scheduler is used for auto polling and allows for greater flexibility in scheduling program
operations.

B3 Scheduled Tasks

1. Go to the control panel by clicking on Start, S — : =
Settings, Control Panel from your desktop. womt - 1| Qoo 3|5 5 X | B .

::; S 5“’:9:”—':': = S !\ljams B [ schedule [ Next Run Time | Last Run Time |

= & ;:::::\r I At 10500 AM every Mon, Tue, Wed... 10:00:00 A...  10:00:00 AM 5/3{2005

2. In the Control Panel, select the Scheduled | Scheduled Tasks

Tasks icon. :
3. Double-click on the Add Schedule Task option. = ' ~
I
Click the program you want Windows to run.
To see more programs, click Browse.
. . ication | ‘ersion I;'
4. When the Scheduled Task Wizard appears, click the s ééggéssibilil}{_)@{g;ﬂaﬂlg_g \5,.00.2195.35... ~
Eac £0.2720
Next button. L Address Book £.00.2800.11...
™ 4dobe Reader 6.0
2 Backup 5002195 67...
- - - E alculator ALLY %

5. The Wizard displays a list of programs. If TVAutoPoll Baroo arom pogrpions Soname
is on that list, select it. Otherwise click the Browse > Bonse..|
button.

<Back | Mew> | cancel |

6. Navigate to the TVAutoPoll.exe file and select it.

This file is located in the TimeVue directory. p—
Look in: [ 3 Timevue — = « 5 B3
7. The default installation directory is C:\Program cheree | ) I
Files\Icon Time Systems\TimeVue. Click the %:ﬁ?ﬁ:ﬁ’%‘r.d" ‘
Open button after selecting the ez %Iﬁiﬁ"ﬁiﬁiﬂﬂ
TVAutoPoll.exe file. i e
Tslog.txt
D Ts8log.zip
| 7 |x<i 5
= File name: [TvautoPoll.exe ~| open |
Wbl Files of type: [Progiams =1 Cancel
2|
8. Select a name for the task and how often the task is x|

Type a name for this task. The task name can be
the same name as the program name.

|TS8poll

to be performed.

If you need to run daily reports or would like data to
be imported into TimeVue every day, then select the
daily option.

You may choose whatever schedule suits your needs.

Perform this task:

' Daily

" Weekly

" Monthly

" One time only

" when my computer starts
" when | log on

< Back I Next > l Cancel
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9.

10.

11.

12.
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Scheduled Task Wizard x|

Select the time and day you want this task to start.

Specify the time of day to run the process. Select Every
Day, Weekdays, or an interval of days. Select the date to
start auto polling. Click the Next button when this step is
complete.

Start time:
5:30 PM = |
Perform this task:
& EveryDay
C Weekdays
N Every 1 _‘:-' days
Start date:

5/ 3/2005 ¥

<Back [ Newt> |  Cancel |

Scheduled Task Wizard x|

Enter the name and password of a user. The task will
fun as if it were started by that user.

" Entertheusername:  [ICONTIME shicks
Enter the password: %
Confirm password: ,,,‘17

The user name will default to your network domain and
computer name. Enter your current password (the one
used to gain access to the computer). If an incorrect

password is entered, auto poll will not run - click Next.

Scheduled Task Wizard x|

You have successfully scheduled the following task:
5 Ts8pol2

You must select the Open advanced properties for this
task when I click Finish option. Click the Finish button
to proceed to the next step.

F | Windows will perform this task:
4 At 5:30 PM every day, starting 5/3/2005

fvanced propetties for this task when | ok

Click Finish to add this task to your Windows schedule.

<Back [ Finsh | Camcel |

Task |5chedule| Settings | Secuity |

The advanced features property list is shown at the right.
The settings shown in the ‘Task’ tab were originally

- CAWINNTAT askshTYAutoPoll.job

entered through the Scheduled Task Wizard process. Run: ImFiles\lconTime Systems\TimeYue\TVautoPoll.exe" all

Enter in the word a// at the end of the Run string as ]

shown Startin: I"C:\Proglam Files\lcon Time Systems\Timelue"
Comments:

You can also specify a particular clock or order sequence
to Autopoll. Punas ICONTIME shicks Set password..

Examples are given below:
e "C:\Program Files\Icon Time
Systems\TimeVue\TVAutoPoll.exe" all T TS

[V Enabled (scheduled task runs at specified time)

e "C:\Program Files\ Icon Time Systems\TimeVue \TVAutoPoll.exe" 1
"C:\Program Files\ Icon Time Systems\TimeVue \TVAutoPoll.exe" 3 1 2

The first example polls all clocks, from lowest to highest.
The second example polls only clock 1.
The third example polls clock 3, then clock 1, and then clock 2.



2]

Task Schedule I Settings | Security ]

Schedule Tab — This tab also shows the settings originally - .
entered through the Scheduled Task Wizard process. The O g 120000 T et ey el
schedule can be modified at any time. This example shows a
weekly scheduled task. The ‘weekly’ option allows you to choose Eete ek B B

specific days in the week to Auto Poll. oxa_SIEEE

Schedule Task Weekly

Every m week(s]on: [V Mon I~ Sat
vV Tue I~ Sun
IV Wwed
vV Thu
v Fii

I Show multiple schedules.

OK I Cancel I Lpply '

21
Settings Tab — This tab allows you to set restrictions and Tk Scheni [Saue) s |

i~ Scheduled Task Completed

parameters for the auto poll process, and the process can be Tk e Lkt i oehiter o s o
terminated automatically if problems occur. W Stopthetesk fitunsforf0 =] houtsf5 = mintets)

i~ Idle Time
|~ Only start the task if the computer has been idle for at least:

__‘:, minute(s]

If the computer has not been idle that long, retry for up to:

_‘:l minute(s)

|~ Stop the task if the computer ceases to be idle.

[~ Power Management

Security Tab — This option can be used to address security Do e e e
concerns on your system. A qualified network or computer F Se ettt nebione
administrator should be in charge of maintaining this area of the [ Wekethe semperann e e

prog ra m . 0K I Cancel Lpply

NOTE: If you have further questions about setting up the Windows Scheduler, please refer to your Microsoft
Help System.
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Getting More from TimeVue Full — Departments

HEE
& Departments icon

mwmmﬁ(lzl

My Departments expin...

+ X &

]

Deptartment

aine Lunch

DATAFLD In Zone Out Zone Diff OT Rules

OFFICE 0 min @

@ 0 hrs to to
SALES

0 hrs to to

v Both132

0 min @ Both 182

Differentials

The pay rate for employees working in a department can be adjusted by a dollar or percentage amount using
the differential feature. The adjustment in hourly rate is applied to everyone in the department and is subject
to overtime rules. Differentials can be applied to holiday pay or special bonus shifts such as swing or
graveyard. Wages that are subject to differentials will be flagged with a "D” in the wages column of the
employee and timecard reports.

1. Select the department or departments to receive the differential rules.
'='$ 2. Select the Edit Differentials button to bring up the differentials window.
&P Differential - TimeYue o ] 553
@ Differential 1con
N
\ Differential by Date rupin..
lx = Date (check if you want to use a time range too} Add Type Description of Differential 4.
41612006 All day lon to 1.50 -$- $1.50%r bonus for easter
T —
1 Sign-in time
Differential by Day Of Week expain...
lx g Day (check if you want to use a time range too) Add Type Description of Differential 4|
Sat All day long to: 0.50 -§- $.500%r bonus for Saturdays
Differential by Daily Time Range expuin...
HX = Time Range Add Type Description of Differential 4|
Sign-in time 6:00p to: 11:59p 010 -%- 10% increase for night shift

3. Select the “"+” or “"x” button to add or remove a differential rule. There are three types of differentials.

DIFFERENTIAL BY DATE — APPLY RULES FOR SPECIFIC DATES.
1. Select the date for the differential.
2. Select All day long or Sign-in time from the drop-down window. Enter the time range of the IN punch if
Sign-in time will be used to award the differential.
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3. Enter the amount to add to the hourly wage. This will either be a dollar amount or a percentage
amount.

4. Select the Type of wage increase from the drop-down window. This is where you select either dollar ($)
amount or percentage (%).

5. Enter an optional description for the differential.

6. In this example, everyone in the Office department will receive an additional $1.50\hr for working Easter
Sunday on April 16.

DIFFERENTIAL BY DAY OF THE WEEK — APPLY THE RULE TO SPECIFIC DAYS OF THE WEEK.
1. Select the day of the week from the drop-down menu.
2. Follow the same steps described in the previous section to set up the rest of the differential.
3. In this example, everyone in the Office department will receive an additional 50 cents per hour if they
work on Saturday.

DIFFERENTIAL BY DAILY TIME RANGE — APPLY RULES TO SPECIFIC TIME RANGES EVERY DAY.
1. Enter the time range of the IN punch that will be assigned the differential rule.
2. In this example, anyone working the night shift (6pm to Midnight) will receive an additional 10%
increase in hourly wage.
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Getting More from TimeVue Full — Employees

FEmployees - TimeYue > P [m] B3
8 Employees El icon
@ &S|k < > > doesmin [~ S BZ|88 5 =6 ®E
Employee Details expuin.. ¥ Status [New | Departments exptin..
Full Hame | Joe Smith Display As | JoeSmith T XGRAVYRD
= ‘ Dept Hame $Hour |4
Address 1 235Welker Rd Badge/Pin | 456 | v—OFFICE 1000
Address 2 | Portland, OR 98523 Payroll ID
Phone | 503-999-5699 Level | Staff -
SSH Izl ——p Area | Production - |
Class | Day Shift -] Sort 3 [~ |
Izl Accruals ewmin.  strt | ooioos [ Reset | 12012008 B M
Add Hours Per | Maximum | Allow Allow Allow -
\ fetnialTile e Pay Period Amount | Reset | Overtime MHegative Tlme Clocks Explain...
Sick 20 12 24 v +xa
‘Vacation 10 1.583 120 L4 JTlme Clock Hame,  Status 4
Personal 0 0 0 v OFFICE *NEW*
Izl \ Message expin..
Message  Happy Birthday Show Only Once D —-—iibal ) —
Clear =
Show Only Once
Sent

Show Always I |
Lock Msg 3
Report Hours

1. Accruals

Accruals are used in TimeVue to manage and track non-worked hours such as holiday, vacation, or sick time.
Use the Accruals table to establish your accruals.

Start and Reset dates — Enter the starting and ending dates of the benefit year.

Accrual Title — Automatically track up to three different types of non-worked hours earned by the
employee. Type in the name of the accrual in this column.

YTD - Enter the total hours all ready earned by the employee.

Add Hours Per Pay Period — Enter the number of hours earned each pay period for the accrual. To
calculate this number, divide the number of hours per year awarded for the accrual by the number of
pay periods per year. For example, let’s say you pay your employees every week and they can earn 80
hours of vacation pay per year. The Add Hours Per Pay Period = 80/52 = 1.538

Maximum Amount - This is the maximum hours that will be allowed to accumulate for the accrual.
Allow Reset — Selecting the checkbox in this column will reset the YTD accrual amount on the date
chosen in the Reset window above the Accruals table.

Allow Overtime - Selecting the checkbox in this column will allow accrual hours to be treated the
same as regular hours in regards to overtime calculations.

Allow Negative — Selecting the checkbox in this column will allow employees to use non-worked
hours before they earn them. Negative hours will be applied for the accrual if those hours exceed
total earned for the year.

NOTE: Review the Punches section to learn how to assign accrual hours to employees.
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2. Message (Employee Messaging)

Messages can be sent to the display of the clock to alert employees about meetings, supervisor concerns,
emergencies, or miscellaneous items.
e Enter a message up to 16 characters in length to be displayed on the time clock for this employee.
Messages will appear after the ID number is entered.
e Select message options:

Clear

Showw Only Once
Sent

Show Always
Lock Msg
Report Hours

YVVVVYVYVY

Show Only Once — Message is displayed only one time.

Show Always — Message displays every time the employee clocks IN.

Lock Msg — Sends a message and locks the keypad to prevent clocking IN.

Report Hours — Displays total hours worked for the week.

Clear — Clears any messages assigned to the employee or group.

Sent — This is posted to the message window to signify a message marked as Show Only Once
or Clear has been sent to the time clock.

3. Global Messages

Global

following options for global messaging. cohalvessae MRS —
& Global Message icon

¢ Message - Enter the message to be displayed. as

e Apply - Select the message option (see section 2). Global Message Assignment ..

¢ Select By - Select the group to receive the message. Message. (Wesngt4pm

e Value - You can select all employees, employees by class, or sovty (sooworvoree )
employees by sort group (see next section). Select the sub-group S
value if you choose the class or sort category. In this example, a sort —
group called Area was created and the sub-group of production

Select the Global button to send messages to a group of employees at the time clock. Enter the

workers will receive this message. So, the workers in the “production
area” will be notified that they have a meeting at 4pm.

4. Sort Categories

Three additional sort fields can be created to help group employees together for reporting and messaging

purposes.

Level = Management
Area  Production

Sort 3
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e Simply click on the Sort 1, Sort 2, or Sort 3 labels to give the field a specific name. In
this example, the Sort 1 field has been renamed to “Level” and the Sort 2 field is called
“Area”. Sort 3 is not being used. The Sort names and values originally entered
will be available to all your employees.

e Type in a value for your sort field. For example, the sort field “Level” might have
values of Management and Staff. The sort field “Area” could have values of Office and
Production. These values can be used to create specific, user definable reports. Read
“Getting More from TimeVue Full — Reports” for details.



5. Memos

4" Select the Create Employee Memo button to include a message to be printed on the employee’s

timecard.
P Employee Memos - TimeYue =1o(x]
EMPLOYEE MEMO % Memo ton
e Enter a message to appear on a timecard report printed @3
for the This Pay Period or the Last Pay Period. You Joe Smith e
must select the OK button to save your entry. R
e A Year to Date memo will appear on the personnel . -
report. j
e Select the Global button to create a Global memo. .
Last Pay Period expin...
=
=
Year To Date expin...
=
-
OK J | ) Global

GLOBAL MEMO

e Select the pay period for the memo in the Apply window. s

o Set the “Select By” field to All, Class, or Sort group for ¥ Memo =
the timecard memo group. L

e The Value window will appear if you create a memo for a  €lobal Memo coss.

GREAT JOB THIS PAST MONTH. KEEP UP THE GOOD WORK. | ;J

Class or Sort group. Enter the sub-group to receive the
memo. In this example, employees in the Day Shift
Classification will receive a memo on their timecard
report for this pay period. You must select the OK
button to save your entry.

e Select the Employee button to toggle back to the

Employee Memo view. =
Apply | This Pay -]
Select By | Class -]
Value | Day Shift -]
oK) Cancel ) Emplaiee )
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Getting More from TimeVue Full — Punches

&P Punches - TimeYue - =10) x|
¢ Punches El icon
@ &K < > | wesnin B s LS AL B IE A AN
Employee Punches exin..

456 -- Joe Smith STATUS: Hew
+xé Show Punches from | This Pay Period ﬂ
_I In Date and Time OQut Day and Time Lunch Department Hours DATAFLD Codes Pt
515120068 Mon |7:00a Mon 4:00p 30min  OFFICE 8.50 E
5i16/2006 Tue 8:00a Tue 5:00p SALES 9.00 E
5712006 Wed OFFICE 825 E Per
v
Summary explain... Departments expain...
Hours for the week of 5/21:2006: 0.00 TXESAAVYED
/ Hours for the pay period beginning 5/15/2006: 25.75 J Dept Hame $Hour 4}
Remaining Sick: 20.00 SERIGE 1000
Remaining Vacation: 10.00 SALES 15.00
Memo Type  This Pay Period ﬂ Remaining Personal: 23.50
YOUR NEW WAGE INCREASE STARTS THIS PAY PERIOD ! _ﬂ
= =

Accrual hours established for the employee in the Employee screen are assigned in the Punches screen.

+3. 1. Select the Add Accrual Hours button. | 6 2dd Non- Worked Hours — TimeHUS I [=] .1
i‘ The Add Hours window will appear. ¥ Accrual icon
e Enter the date to apply accrual ae
hours.
o Enter the total hours for that date. ~ Add Hours cuun.
Enter the type of accrual to assign oy =
the hours. Type P;rsonal
e Select the Add These Hours e
button. Personal
2. The added hours will appear as a new et it

punch row in the Employee Punches table.
The accrual type will display under the Codes column in the far right of the table and on your

reports.

3. The Summary section displays total hours worked by the employee for the current pay period and
week, remaining accrual hours available, and any memo information that has been recorded for the
timecard for a particular pay period.

4 4. Select the Memo button to assign a memo to the employee’s timecard. This is explained in detail on

page 31, Getting More from TimeVue Full- Employees.
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Getting More from TimeVue Full — Reports

_3 Reports H y

° i~ Choose Report:

o

o ~Report Options: —————————————

Time Card
Employee
Department
Wha's In
Tardy
Exception
Personnel

[—

Today -- 4/28/2006
Yesterday - 4/27/2006
This Week -- 4/23/2006 - 4/23/2006

This Pay Period -- 4/26/2006 - 5/2/2006

Last Pay Period -- 4/26/2006 - 4/25/2006
Custom

Date:[ 4 /26/2006 =] Thiu: [ 57 2 /2006 =]

Time:[12-00a Thiu [17:55p

'D Use Page Breaks
] Employee Details

"] Departments
[[] Clocks
[ Memos

Show Report As:
View ¥

- Report Description:

The Personnel report will be previewed on screen for all employees and no

departments for this pay period.
E

Close | Bun Report |

TimeVue Full provides additional report features to make reporting easier and more concise.

1. Personnel Report

This report allows you to print details established on the Employee screen for each employee. In the Report
Options section, choose one or more of the options:

Use Page Breaks — Print each employee detail on a separate page.

[ )

assignment, and employee status.
e Accruals - Print employee accrual hours information.
[ ]
e Clocks — Print clock assignments for each employee.
[ ]

2. More Options

Departments - Print department assignments for each employee.

Memos — Print messages assigned to the employee’s timecard.

Employee Details — Print details such as name, address, social security number, class, Clock ID

Select the More Options button to view filter options for your reports.

In the Employee Selection section, choose a

filter option.

e Specified Employee — Allows you to
filter employees by Clock ID or Short
Name. Only the selected items chosen

will show up in the report.

¢ Filtered Employees — Allows you to filter
employees by Class or Sort Group and
also by Clock ID or Short Name in those

chosen groups.

— Employee Selection -

" AllEmployees

(¢ Specified Employees

(" Filtered Employees

Sort By: | Clock ID 'I

L

Select All Deselect Al

_8 More Options i

- Department Selection —
(" All Departments

(+ Select Departments

Im|EREAK
[CINAC
[CJNEW DPET
[] OFFICE

[JTEST

Select &l

Deselect All |

Close

In the Department Selection section, choose an additional filter option.
e All Departments — Print all departments from the currently filtered group.
e Select Departments — Print specific departments from the currently filtered group.

NOTE: The “Sort By” drop down window will only sort the Clock ID and Short Name items in the Employee
Selection window. This “Sort By” option does not sort the final report output.
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3. Save custom report settings for future use.

e In the Reports window, select the report type, pay period
. Save Standard Report Employee as
or date, and report options for reports you create on a e
regular basis. oy
e Click on the Save button. You will be prompted to enter
a name for your report. o | Close

Enter a name and click OK

e The report name will be added to the Choose Report list. ~ ~heeseFepat
e Simply choose any custom report in the list and select the EJ Time Card

. Employee
Run Repqrt button to create a report with your preset [ Department
report options. E)wha'sIn
Tardy
Exception
Personnel

2 wkly Summary

Save Delete
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Getting More from TimeVue Full — Security

Screen Security - Each screen in TimeVue can be protected with a unique password. The screen will only
open when the correct password is entered.

1. Set the password for any screen by El : @ Departments
clicking on the key icon on the toolbar. . ”
g Y 288 9%

2. Enter the password, confirm the =[old

password and select the OK button tolzl { Enterthe NEW password )
set the password for the screen. TN s (=

Confirm Password: [ ***** | ]

3. This password will be required the next
time the screen is opened from the

Switchboard. El =10l

Ok J Cancel _J

{ Enter the CURRENT password )

4. To clear the password, select the key
icon as shown in step 1. Enter the
current password for the screen as

shown in step 3. Leave the password pi—
field blank in the Enter New Password . . _ =
screen and simply click the OK button. If PasswordSet 8

you would like to change the password, 'l;ij-) Password is cleared For this screen.
enter and confirm the new password

instead of leaving the password field bIE T

User Security

Multiple user names and passwords can also be set up in the User Security section of TimeVue Full. This
feature will require each user to enter a user name and password each time TimeVue is started. User security
can be set up to allow the user access only to certain screens and a particular group of employees on those
screens.

User name: [payroll[ ]

TimeVue Switchboard. When User Security is selected for the first

? To access User Security, select the User Security button on the
time, a dialog box will appear prompting to add a new user. —_—

NOTE: The first user should be a supervisor and it is important that this person is granted access to the User
Security screen so that additional users can be added or deleted. After entering a user name, click OK and the
dialog box shown below will appear. Click Yes to access the User Security screen for the first time.

User Security Enabled X

In order to enable User Security, you must be logged out of TimeYue.
Would you like to continue?

{Clicking Yes will attempt to automatically log out of TimeYue when the User Security screen is closed.)

Yes Mo
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5.

6.

Enter a user name and password.

Select the screens on the Switchboard that the
user will be allowed access.

Select whether the user can view wage
information or not.

Choose a Sort Selection Value. The Sort 1
field in the Employee screen can be used to
group employees by a supervisor name for
example. Only employees with the same sort
value will be visible by a particular supervisor.

For details on the Sort field, read page 38, Getting More from TimeVue Full — Employees section.

8:) User Securj

@S| K < > > payron

El 1ol
4 /f/ / icon

User name: | payroll

B['8°8 E
User Security expsin.. / El /
- |

Can View Wages

Password: payrnll| Sort Selection Value | All

Set Up
Time Clock Rules
Time Clocks
User Security
Departments

Employees

Manage Maintenance
Punches Archive

Get Punch Data Restore
Reports Poll Log

Payroll Export

\m/

~

Select the Add or Delete user buttons to add or remove users from User Security.

View the first, previous, next, or last user in the User Security list.

The user will be asked to enter a user name and password when
TimeVue is started.

User name: payroll

Password: [ ARRARRY ]

OK J Cancel _J

The TimeVue introduction screen will come up after the proper login is entered. After clicking start, the user
can access the switchboard and only those screens specified by the supervisor in User Security.

Log Off D

login and access TimeVue.
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Appendix

Ethernet Time Clock — Remote Location Installation

Before moving the clock to a remote location, connect the clock to your local area network and follow the

Connecting Your Automated Time Clock Using an Ethernet Connection on page 9.

After configuring the clock, you will then need to change the IP Address of the time clock to the IP Address

assigned in the remote location as shown in the instructions below:

1. Verify the clock is discovered by broadcast in the DS Manager.

2. Click on the device IP Address in the status DS Manager - ¥3.12 =lo(x|
window of the DS Manager and select the Acsess mode:
Change IP button to assign a unique IP St el 2| |
address to the clock. Assign the IP address s I | soumes_|
that will be used at the remote location. Upgrade
The clock’s IP Address may no longer be visible . _ ez |
in the DS Manager after doing this. T Routing Status

3. Under Access Mode, select Device Servers & Fosses [ 12T _med |
from the Address Book at the top of this screen. St |Reno Os

4. Click the Add button on the right to bring up fccess method: | IERCIRG] Add
the Address Book Entry window. e Remove

5. Enter the IP Address for the time clock. Again, _ e |
use the IP Address that will be used at your (|
remote location. 5 | N

6. Select TCP as the access method. Device Servers from the address book. The address book is created manually using Add,

7. Click OK to save your changes. g N

8. Your remote clock will now appear in the ’

address book.

& DS Manager - ¥3.12

Access mode:

=10 ]

Device Servers from the Address Book

_ﬂ Refresh I

Status I IP

| Access | Settings I

192.168.2.240

TCP(1001) Ureieh

Initialize:

Routing Status

il

Buzz!

9. Follow the instructions in the Creating the Virtual Serial Port on page 11. You should not need to create

a new port only update the port settings with the new IP Address of the remote location.

Setting Up Your Time Clock in TimeVue- Remote Locations

Back at the TimeVue Switchboard, click on the Time Clocks icon.
Click the Add a New Clock button to insert a new time clock to the list.
The clock number is automatically entered for you.

Enter a name for your clock in the Time Clock Name field.

Use the drop down arrow to select RS232 as the clock type.

kRN
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6. Select the port numbers assigned on page 11, Step 2 under Creating the Virtual Serial Port for that
particular time clock.

7. If necessary, change the clock ID number on the clock so that it matches the number of the clock in
the TimeVue Time Clocks screen. Refer to the Changing the Clock ID Number on page 47, Setting Up
Additional Ethernet Time Clocks for detailed instructions.

8. Take the clock to the remote location and plug it into a network port on the router.

NOTE: Your remote router must forward port 1001. This port is used by the time clock. Remote access and
firewall issues over a wide area network (WAN) will have to be resolved by your network administrator.
Additional information is posted on the Tibbo Support Web site at: http://www.tibbo.com/support.php

Verify that you can ping the clock from the computer that has TimeVue installed. If you cannot ping the
clock, there may be a router, firewall, or port forwarding issues blocking the signal from the time clock.
This will need to be resolved by your network administrator.

9. After getting a successful ping from the time clock, go to the TimeVue Time Clocks screen and select
the Test button to verify that your computer can communicate with the clock.

10. Set Time — Click on the Set Time button to automatically set the time on your time clocks.

Setting Up Additional Time Clock with Serial/USB Connection

Configuration:
1. Click the Add a New Clock button to insert the additional time clocks to the list.
2. The clock nhumber is automatically entered for you.
3. Give each time clock a descriptive name to help you identify its location.
4. Use the dropdown arrow to select RS232 as the clock Type.
5. Select the Port number used by your USB/Serial cable. Not sure how to find the assigned port? See
page 52 for instructions.

Changing the Time Clock ID Number — You must then set the clock ID number at the time clock, as
each time clock ID number is set to #1 by default.
When using multiple time clocks, the Clock ID number must match the number of the clock in the TimeVue

Time Clocks list. =10
@ Time Clocks icon

In the example below, the SHOP TR

_cIock is clock #2 and the DOCK clock MY T 6. CIOERS s

IS CIOCk #3 +><;& Time Clock Hame Type Port Dialup String &
i 1 OFFICE RS232 COM S &Jw

Here’s how to set the clock ID |2 e i) Selline

number: e o Teen, T

1. Go to the actual time clock.

2. Press the key that looks like a padlock to enter into Supervisor Mode.

3. Enter your security code, the default is ‘00 00 00’

4. Press the Down Arrow key 4 times until the clock ID# displays.

5. Press the Enter key so that the ID number blinks.

6. Press the Up Arrow to select the appropriate clock ID number.

7. Press the Enter key to save the change.

8. Press the Clear key twice to enter out of Supervisor Mode.

9. Back at the TimeVue Time Clocks screen; click the Test button for each clock to verify that the

computer can communicate with the time clocks.
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Setting Up Additional Time Clocks with Ethernet Connection

Configuration:

1.

ounhN

First you must set up your time clocks by follow the instructions on page 9 Connecting Your Automated
Time Clock with Ethernet. You must repeat the steps for each time clock you are setting up.

Back at the TimeVue Switchboard, click on the Time Clocks icon.

Click the Add a New Clock button to insert the additional time clocks to the list.

The clock number is automatically entered for you.

g""e each time C'OCkha | =T
escriptive name to he @ Ti
P P' @ Time Clocks een

you identify its location. -
Select the port numbers Sclbh b b .

assigned in step 2 on My Time Clocks momes
X X &
page 11, Creatlng the _‘ # | Time Clock Hame Type Port Dialup String -
H H 1 OFFICE RS232 COM S est J Seilime )
Virtual Serial Port. 2 sHop RS232 COMB Iest ) Setline)
3 DOCK RS232 IestJ Seiline)

Changing the Time Clock ID Number — You must then set the clock ID number at the time clock, as each
time clock ID number is set to #1 by default.

When using multiple time clocks, the Clock ID nhumber must match the number of the clock in the TimeVue
Time Clocks list.

Here’s how to set the clock ID number:

ounhwn=

Go to the actual time clock.
Press the key that looks like a padlock to enter into Supervisor Mode.
Enter your security code, the default is ‘00 00 00’

Press the Down Arrow key 4 times until the clock ID# displays.

Press the Enter key so that the ID number blinks.

Press the Up Arrow to select the

appropriate clock ID number. e S
Press the Enter key to save the s o
change. @10 B |

Press the Clear key twice to enter out o Mo e

of Supervisor Mode. e oow g i)

Back at the TimeVue Time Clocks
screen; click the Test button for each
clock to verify that the computer can
communicate with the time clocks.

Setting Up Additional Modem Time Clocks

Configuration:

1.
2.

Click the Add a New Clock button to insert the additional time clocks to the list.
The clock number is automatically entered for you.
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Give each time clock a

deserinti hel [ Time Clocks -Tmevue =l0lx|
escriptive name to help ® Time Clocks icon

you identify its location.
Type - Under type use

AS D VY R

the drop down arrow to My Time Clocks explain...
+ X &
Select MODEM. 7] # Time Clock Hame Type Port Dialup String §
1 OFFICE RS232 COM S est Set Time
Port — the port for each L ke s T S—
modem clock must be set |+ 3poc Rs232 S G

to the same port
assigned to the first clock.
Dialup String - Enter in Dialup String:
MODEM:ATEL:"phone number”. An example would be

Dialup String
MODEM: ATE1:503555121 2
Set Time — Setting the time on a clock with modem connection must be done manually. You do this

by entering into supervisor mode at the time clock and then press the up arrow key to get to the Set
Date & Time option.

Changing the Time Clock ID Number — You must then set the clock ID number at the time clock, as each
time clock ID number is set to #1 by default.

When using multiple time clocks, the Clock ID number must match the number of the clock in the TimeVue
Time Clocks list.

Here’s how to set the clock ID number:

9

10.
11.

12

Go to the actual time clock.
Press the key that looks like a padlock to enter into Supervisor Mode.
Enter your security code, the default is ‘00 00 00’

. Press the Down Arrow key 4 times until the clock ID# displays.
13.
14.
15.
16.

Press the Enter key so that the ID number blinks.

Press the Up Arrow to select the appropriate clock ID number.
Press the Enter key to save the change.

Press the Clear key twice to enter out of Supervisor Mode.

Back at the TimeVue Time Clocks screen; click the Test button for each clock to verify that the computer
can communicate with the time clocks.
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Software Comparison Chart

Features

TimeVue Lite

TimeVue Full

TimeSource Complete

Outputs basic attendance reports, payroll
reports, tardy reports, labor reports,
summary reports, and many more.

]

Supports all Pay Period Types

Supports 99 Departments

Exports payroll info to ADP, Paychex, and
QuickBooks Pro

Supports Daily and Weekly Overtimes

In-Out Revision Zones (controls
unauthorized overtime)

Automatic Lunch Deduction

Time Rounding by 10th, quarter hr, slant
hr, or exact minute

Tracks Tips and Piece Counts

LLRRRRRR ]

Automatic Benefit Accruals

Customizable Reporting

Customizable Overtime

Supports Pay Differentials

User Security Options

Delivers Custom Messages to Employees

LRRRRRALLRIRRE

Over 40 Standard Payroll Exports

Job Costing

Auto-poll

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Custom Rounding

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Custom Hours

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

QLR RRRRRALLLLRRER &

Multi-PC License Feature

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Hand Punch Enable Code

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Optional Add-ons
Available for Purchase

Virtual Terminal

Optional Add-ons
Available for Purchase
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. Optional Add-ons
Scheduling & Lockout Available for Purchase

Troubleshooting and Frequently Asked Questions

Listed here are some of the most commonly asked questions. More answers to commonly asked questions are
listed on our website at www.icontime.com/support.

TimeVue software guarantees you free 30-day telephone support, from the date you register the software, to
assist you with installation procedures. Assistance and support after the 30-day period is offered through
annual support contracts.

If you need additional troubleshooting assistance please call our technical support hotline at
1-800-847-2232 option 1.

Q. I receive an error at the clock that states “"Not a valid ID nhumber” when an employee attempts
to clock in?

A. Your time clock must first be polled before an employee will be able to successfully clock IN or OUT.
The polling process sends employee ID information to the time clock. You must poll the time clock after
adding or editing employee data for it to be reflected at the clock.

To poll your time clock go to the Time Clocks button on the TimeVue Switchboard, select the
Reset Selected Clock icon and click OK to mark the clock for reset. Go back to the TimeVue
Switchboard and click on Poll Time Clock and Poll All Clocks.

If you are using proximity badges, the employee ID number entered in the software needs to
correspond with the number stamped on the badge. Use the last five digits stamped on the
badge if your employee ID length is five, for example.

Q. How do I set up my Proximity Badges in TimeVue?

A. The employee ID number (referenced on page 16 of this manual) entered in TimeVue needs to
correspond with the number stamped on the badge.
Simply enter in the last digits listed on the badge as your employee ID number.

For example: use the last five digits stamped on the badge if your employee ID length is five digits.
Q. How do I set/change the time on a PIN or PROX Automated Time Clock?
A. Follow the instructions below:

Press the lock key in the lower right of the clock keypad to go into Supervisor Mode.
Type in the correct security code: the default code is 00 00 00".

Press the down arrow once to set the date and time.

Press the Enter key until the hour is flashing.

Use the up or down arrows to move the hour ahead or back one hour.

Press Enter to save the changes

Press the Clear key twice to exit out of supervisor mode.

N AW
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Q. How do I look up the COM port used by my USB adaptor or

serial cable? e T e D
A. Looking up assigned Port is simple, follow the instructions below. %‘femﬁfi S
1. Open up your Device Manager window < Rl

A. If you are using Windows XP or 2000
a. Connect your time clock to your computer == ST
b. Go to the computer’s Start menu S ] ¢ R,
c. Click on Settings [ Divecsmng ) [ Windoms pime
d. Go to Control Panel R
e. IICILck on the System icon, your System Properties window K pfles e & way o outo e and e
will then pop up.
f. Click on the Hardware tab as shown.
g. Click on the Device Manager button.

B. If you are using Windows Vista _
a. Connect your time clock to your computer H |
b. Go to the computer’s Start menu 33!‘!;
c. Go to Control Panel Rt
d. In the Control Panel window click on the Device Manager icon. h?;“;;zr

2. From the Device Manager window, click on the Ports
(COM and LPT) icon.
A. If you are using a UPB adaptor you can see the
adaptor listed as Prolific USB-to-Serial Com Port
(COM#).
In the example to the right you can see that the
assigned COM port is COM 4.

£ Device Manager

File  aAction Miew Help

M & @HE &

_é Computer
g Disk drives
é Display adapters
ity DVDCD-ROM drives
Floppy disk controllers
ﬂ, Floppy disk drives
IDE ATASATAPT controllers
Zae Kevboards
'™y Mice and other pointing devices
+- % Moritars
+-E&@ Metwork adapters
= Ports (COM & LPT)
—> ;,f Communications Port (COM1Y
4 ECP Printer Part (LPT1)
— “b" Pralific USE-ko-Serial Comm Port (COM4)
+ ﬂ Processors
+- 8, sound, video and game controllers

+ System devices
+ Universal Serial Bus controllers

]

B. If you are using a Serial cable directly connected to
your computer you serial port will be labeled as
Communications Port (COM#).

In this example the serial port is assigned to COM1.

e e Y O I e R

NOTE: If you have more than one Serial port on your
computer you will have to test both ports to see which
one your time clock is connected to.
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