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INTRODUCTION

The CS TimeClock web interface allows users to manage employees and the CS TimeClock
remotely via a web browser.

USER TYPES

There are 4 types of CS TimeClock users:

1. Administrator: The administrator can access all the menus on the CS TimeClock.
Only an administrator can access the Setup menu. This includes the clock’s network
settings, setting the time and time zones, setting sirens and updating the clock
firmware.

2. Supervisor: A supervisor can change information for ALL the employees on the
clock, but has no access to the device setup.

3. User: A user only has access to his / her own information and also has the ability to
change that information.

4. A user with no web access: This user can clock, but is not allocated a web interface
password and therefore has no access to the web interface.

STANDARD WEB INTERFACE BUTTONS / LINKS

.‘. The blue triangle will enable you to change the record in the same line
x The red cross will give the option to delete a record in the same line or
indicates a deleted record
P Add The green plus will allow one to add a record in the relevant browse screen
The Save button will save any changes made to a record
The Cancel button will ignore any changes made to a record and will return to
cance the previous window

Index Page  This link will return the user to the main browse window

This link will show the record in the main browse window prior to the one

Prior Record .
currently viewed
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Mext Record This link will show the next record in the main browse window

This button will open a calendar from which the user can select a date

Apply The Apply button will apply any changes made to a date range

Delete The Delete button will confirm the deletion of a record

The Send To button will export all the information in the current view to a

wiSend T
Jsend o)y oy file

Start searching for a value entered in the “Search for” field. This will filter the

Search . .
records returned in your browse window.

Reset your “Search for” view filter to show information for ALL your employees

Reset . .
in the browse windows.

AR

The Logout link in the top right corner of the screen will log the user out of the

Logout
L Log ] web interface

ACCESSING THE WEB INTERFACE

Once you have connected the CS TimeClock to your network, and given the clock an IP
address, open a web browser and type in the IP address in the address bar as follows:

@] http://192.168.2.130/] v‘ e | X |

In the above screenshot, replace “192.168.2.130” with the IP address of your clock.
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If you are not sure what the IP address is of your clock, please walk up to the clock, and
proceed as follows to find the IP address:

On the keypad, type 9204.

This will show you the IP address of the clock on the display.

=

g‘-"} Save this address as a Favourite, so you do not have to remember the IP address.

Once you have typed in the IP address of your clock in the address bar of a web browser,
the following login screen will appear:

Login \ \

Password |

The default login is: 9970. The default password is: password

Login 9970 |

Password {,oooooool ‘

Type in the login and password, and click Login.
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The following window appears:

[ Logout ]
View all non-terminated employees -
Employees
Clockings Browse Employees
Car‘ds or Pins aNo First Name Last Name Department Termination Date
Daily Hours P p
el O o B @ Ly 1002 Bruce Johnson Programmers A X
Leave @ = B @ W 1003 Bradey Crowsen Admin A X
_ @ =2 B @ 5y 1004  Geoff Thomson Programmers A X
@ =2 B @ W 1007 Tay Gibbs Admin A X
My Details @ B - . A
My Clockings @ =2 B @ B 1008 careen van der Merwe  Technical *
My Cards @ =2 B @ 5 1010  Sean Cameron Programmers A X
My Daily Hours @ z i
7, Covedl Coamns Q S B @ W 1023 Greg Cameron Technical A X
My Leave @ = B @ W 1028 Rober De Jager Admin A X
Q 2 B @ W 1030  Eliza De Jager Programmers A X
— @ = B @ § 1031 Ryan Henry A X
Global Settings - -
Global Settings (Adv) @ B @ B 1032 Susanne Fleming A X
Global Translations @ =2 B @ & 1035  Cchris Benford A X
Employee Schedules
o e @ = B @ W 7T El Klaasen Online Sales A X
Holidays @ =2 B @ W 9370 Dema Supervisor A X
!' Setup
Clock Setup kjsend To
Departments
Network Records shown 1 - 14 of 14
Set Clock Time
Sirens *add Employee
World Time Zones
Web Update
Search for in Al Fields -
CS TimeClock Web v1.15 Copyright @ 2008 CapeSoft Software (Pty) Ltd. All rights Reserved.

The above window shows you a list of all employees. If no users have been entered on the
clock, only the information for the Demo User will appear.
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THE MENUS

THE BROWSE MENU

Employees
Clockings
Cards or Pins
Daily Hours
Payroll Hours
Leawve

From the Browse menu on the left hand side you can select:

e Employees

e Clockings

e Cards or Pins
e Daily hours

e Payroll hours
e leave

Note that when you select any of these options from the left hand side menu, a window will
be displayed with your selection. The details for ALL employees will be listed.

FILTERING BROWSE INFORMATION

You will notice the following section at the bottom of each browse window:

Search for in  All Fields v ’ Search H Reset ]

To see on which fields in the browse window you can apply a view filter, click on All fields.
Then enter the search criteria for that specific field.

Example: If you only want to view the clockings for a specific employee in the Browse
Clockings window, you can enter their employee number, select No and click on Search.
See example screenshot on next page.

If you wish to view information for all the employees again, click on the Reset button.
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SORTING BROWSE INFORMATION

Information in your browse window can also be sorted in ascending or descending order by
clicking on the field (column) header. Example: to sort employees by their last name in the
Browse Employees window, click on Last Name = A & pefore the column header indicates
that the information has been sorted in ascending order and a ¥ indicates a descending sort

order.

From Date: 12/11/2008 ) To Date: 13/11/2008 o)

Browse Clockings
¥Date Time No Surname First In/Out Card Device Extender Reader Area

Name No

13M11/2008 12:40:23 007 Gibbs Tracy Out 87228 Clock 19629 1 0 A X
1312008 09:28:32 007 Gibbs Tracy In 87229 Clock 19629 1 1 A X
13M11/2008 09:28:21 007 Gibbs Tracy Out 87228 Clock 19629 1 0 A X
12M11/2008 12:40:41 007 Gibbs Tracy Out 87228 Clock 19629 1 0 A X
12M11/2008 07:55:55 007 Gibbs Tracy In 87229 Clock 19629 1 1 A X
#jSend To

Records shown 1 - 5 of 5

P Add Clocking

Search for 007 in  No - ’Search ” Reset ]

Let’s have a look at the different windows in more detail.

THE SEND TO BUTTON

The Send To button in the “Browse” windows allows you to export the information that

your are viewing on screen to a *.csv file. A *.csv file is a comma separated value file that

can be opened in spreadsheet software like Microsoft Excel.

Last updated 19/01/2009
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When clicking on the button some web browsers may prompt you to either open or save
the file e.g. Mozilla FireFox:

Opening employees.csv |£|

You have chosen to open
E4] employees.csv

which is & Microsoft Office Excel Comma Separated Values File
from: http://192.168.2.144

What should Firefox do with this file?

@ Openwith | Microsoft Office Excel (default)

) Sawve File

[ Do this automatically for files like this from now on.

Select the preferred option and click on Ok.

You may receive the following or a similar message to the one below, if you open the file.

B " Microsoft Office Excel Iﬁ

The file you are trying to cpen, 'download.php?type=employees’, is in a
& I % different format than specified by the file extension. Verify that the file is

not corrupted and is from a trusted source before opening the file, Do
you want to open the file now?

Yes ‘ Mo |

In this case, if you click on “Yes” the file will be opened as a read only file. You would need
to save the file with a different name to be able to edit it. If you click on “No”, Microsoft
Excel will create and open a copy of the file which you can edit.
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EMPLOYEES

Browse Employees is the first window to appear when you are logging in to the clock (see
screenshot below).

View all non-terminated employees -

Browse Employees

&No First Name Last Name Department Termination Date
@ =2 B © K 1002 Bruce Johnson Programmers A X
@ = B! @ W 1003  Bradley Crowsen Admin A X
@ =2 B @ & 1004 GCeof Thomson Programmers A X
@ =2 B @ W 1007 Trag Gibbs Admin A X
@ = B @ K 1008 Careen van der Merwe  Technical A X
@ =2 B © K 1010 Sean Cameran Programmers A X
@ =2 B © W 1023 Greg Cameron Technical A X
@ = B @ W 1028 Robert De Jager Admin A X
@ = B @ W 1030 Eliza De Jager Programmers A X
@ =2 B & K 103 Ryan Henry A X
@ = B @ K 1032 Susanne Fleming A X
@ =2 B @ W 1035 Chis Benford A X
@ = B @ W 7T Ely Klaasen Online Sales P
@ = B @ M 9970 Demo Supervisor A X

~j5end To

Records shown 1 - 14 of 14

T add Employee

You can filter your view to only show non-terminated employees, all employees or show
only terminated employees. See page 14 for a definition of a terminated employee. To do
this, click on the drop down menu above the Browse Employees heading and select the
desired option:

View all non- terminated emplayeest]

View all non-terminated employees
View all employees
View all terminated employees

If you only want to look at the details (eg. Clockings / Cards or Pins / Daily Hours / Leave or
Employee Details) for a particular employee, you can select one of the little picture icons
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listed before the name of the employee you want to see the details for.

I: '-} The clock icon will list the clockings for that employee

p—
_-f} The calendar icon will list the daily hours for that employee

p

w The smiley face icon will list the leave records for that employee

The card icon will list the cards or pins for that employee

i,

Further information available from this browse window includes the current status arrows:

=\ indicates that the employee’s last clocking was In, and b indicates that that the
employee’s last clocking was Out.

If you hover your mouse pointer over the employee’s status arrow, a popup will appear
with the last clocking time and date:

| Greg is In since 07:06 14/11/2008
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%ADDING AN EMPLOYEE

You can add an employee by clicking on “+ Add Employee” at the bottom of the “Browse
Employee” window. The following window will appear:

Add Employee

Employee Number: ||

First Name:

Last Name:

Supervisor?

Administrator?

Password

Department: -

Terminated On: _I
Current Area

Current Status In @ Qut @

Save || Cancel

e Employee Number: This number must be unique for each employee. The CS
TimeClock allows an alphanumeric number to the maximum of 10 characters.

e First Name and Last Name: Enter the employee’s name in these fields.

e Supervisor: Give the employee supervisor status (see page 4 for the definition of a
supervisor).

e Administrator: Give the employee administrator status (see page 4 for the definition
of an administrator).

e Password: Set the web interface password for the employee if they must have
access to the web interface or has supervisor and/or administrator rights on the
clock.

e Department: Select the employee’s department from the list of departments
defined under Device Setup by an administrator.

e Terminated On: If applicable, enter the employee’s termination date. After this
date the employee will no longer be able to clock or access the web interface. The
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employee’s clocking and hours history will be kept on the clock and the employee
can be reinstated again by changing or removing the termination date.

e Current Area: This field is used in access control and one can set the initial area
when adding an employee.

e Current status: This is one on one related to the clockings of the employee. If the
employee is in the building, and clocked on the clock, the current status will be IN. If
the employee has left for the day, or did not clock at all, the current status will show
OUT. We recommend not to touch the current status here, but rather add an IN or
OUT clocking for this employee as the “current status” field does not reflect the
actual situation.

Click on “Save” to save the employee details or “Cancel” to return to the employee list.

ECHANGING AN EMPLOYEE RECORD

You'll see the following windows when changing an employee record:

Update Employee

Employee Number: |3107

First Name: Farrah

Last Name: Fawcett
Supervisor? O
Administrator? 0

Password

Department: Support v

Terminated On: lisess]
Current Area 0

Current Status nQOout®

In this window you can change:

e Employee number.
e First name.
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e last name.

e Nominate an employee as a supervisor (see page 4 for the definition of a
supervisor).

e Nominate an employee as an administrator (see page 4 for the definition of an
administrator).

e Give the employee a password, so they can log on to the web interface.

e Allocate a department to an employee.

e Enter a termination date. The day after the termination date the employee’s card /
pin number will be deactivated and will be available to reassign to a different
employee. A terminated employee’s details and clocking history will remain on the
clock’s database and the employee can be reinstated again by changing or removing
the termination date.

e Change the current area the employee is in.

e Change the current status of the employee. We recommend not to touch the
current status here, but rather add an IN or OUT clocking for this employee as the
“current status” field does not reflect the actual situation.

REMOVING AN EMPLOYEE

Clicking on the red cross next to the employee name will open the following window:

Delete Employee

Employee Number:
First Name:

Last Name:
Supervisor?
Administrator?
Password
Department:
Terminated On:
Current Area

Current Status In * Out

Delete I[ Cancel
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Note that the only option on this window is to click delete or cancel.

Depending on the amount of data the clock has stored for the employee, the delete process

0 When you select DELETE, ALL details for this employee will be removed from the clock.

may take a couple of seconds to complete.

|CLOCKINGS

VIEWING CLOCKINGS

At the top of the screen, you can select a From Date and a To Date.

From Date: 04/11/2008

Browse Clockings

¥Date

X

12112008
12/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008
11/11/2008

»jSend To

Time

09:12:44
07:55:55
19:21:36
18:15:53
17:54:42
17:37:32
17:37:26
17:33:59
17:11:26
16:06:28
16:03:16
15:59:38
15:59:37
11:55:40
11:55:36
11:55:31
09:28:19
09:02:41
08:52:55

1007
1007
1030
1002
1004
1035
1031
1010
1023
1028
1032
1004
1004
1007
1010
1010
1007
1030
1023

Records shown 1 - 20 of 126

.. To Date: 14/11/2008

Surname

Gibbs
Gibbs
De Jager
Johnson
Thomson
Benford
Henry
Cameron
Cameron
De Jager
Fleming
Thomson
Thomson
Gibbs
Cameron
Cameron
Gibbs
De Jager
Cameron

“Fadd Clocking 1234567 Next >>

First Name

Tracy
Tracy
Eliza
Bruce
Geoff
Chris
Ryan
Sean
Greg
Robert
Susanne
Geoff
Geoff
Tracy
Sean
Sean
Tracy
Eliza
Greg

In/Out

Out
In

Out
Out
Out
Out
Out
Out
Out
In

Out
In

Out

) [ ply ]

Card No

87229
87229
35492
0005741479
0005735336
24747

7926

7326

4734

762
0023569182
0005735336
0005735336
87229

7326

7326

87229
35492

4734

Type

Changed
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock
Clock

Extender

19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629
19629

Reader Area

Outside
Inside
Outside
Outside
Outside
Outside
Outside
Outside
Outside
Inside
Outside
Inside
Outside
Outside
Inside
Outside
Inside
Inside

U 2
XXX AXXAXAXXXAXXXXAXXXXX

Inside

Last updated 19/01/2009
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There is a little calendar icon - next to the date fields: this will bring up a calendar, where
you can select a date, by clicking on the correct date field:

QO  november200s O C)

rJ
|

5 {15 {Is e []E

Lt
—_
LX)
b

I ||

[ || |l e (|
5 |15 (S | |2
-

Ll

I |l ||
[8 |3 |5 e e
& |3 | o fie

B3 |1 (I |~ ]

Alternatively you can type the date manually.

After you have changed the dates, you will have to click “Apply” to search for the clockings
within the date range you selected.

The clockings are listed in date order, with the most current date at the top of the screen.
You can sort the clockings by any of the fields listed by clicking on the column header e.g.
Surname.

You may see the following icons to the left of some of your clockings:

i

v, The hand icon indicates that the clocking was changed or is a manual added clocking

X Thered cross indicates that the clocking was marked as deleted
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ADDING A CLOCKING

Click “+ Add Clocking” to add a clocking for an employee.

Add Clocking
Date: 04/11/2008 ||
Time: 08:00:00
Employee: -
Type: Manual

Reader S/no:

Reader No:

Area: 0

Status In 2 Qut @
| Add | | Cancel |

e Date: Enter the clocking date manually or select it from the calendar.

e Time: Enter the time of the clocking. It is not necessary to enter the colons (:), but
one has to enter at least 4 digits e.g. entering 1500 will register as 15:00:00.

e Employee: Select the employee from the drop down list.

e Type: Any clocking added via the web interface will register as a manual clocking.

e Reader S/no: Optional and for reference purposes only.

e Reader No: Optional and for reference purposes only.

e Area: The access area in which the clocking was made.

e Status: Select the direction of the clocking.

Click on “Add” to save the clocking or “Cancel” to return to the “Browse Clockings” window
without saving.
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CHANGING A CLOCKING

If you want to change a clocking, click on the blue triangle at the end of the line the clocking
is listed on.

Update Clocking

Date: [18/06/2008 | ()
Time: |17:07:06
Employee

Type:

Reader S/no: |19658

Reader No: 12

Area: 10

Status InQout®
Save 1 { Cancel

In this window, you can change the date, time, and status (direction).

Do not worry about reader S/no or Reader no — these are the connections to the clock, and
informs you where the clocking was initially done. Changing this will not affect the
calculation of times.
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REMOVING A CLOCKING

If you want to remove a clocking, click on the red cross at the end of the line the clocking is
listed on.

Delete Clocking

Date:
Time:
Employee
Type:

Reader S/no:

Reader Mo:

Area:

Status In_out®
Delete l[ Cancel ]

As you can see, the only option on this window is to press the delete button or to cancel the
removal of the clocking you have selected.

A deleted clocking is not completely removed, but rather marked as deleted. Deleted
clockings can be “undeleted” by changing the clocking and saving it.
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CARDS OR PINS
This option will list all card numbers and pin numbers that have been entered on the clock.

Browse Clocking Cards or Pins

Card Number Employee No Surname First Name

9 1008 van der Merwe Careen A X
8 1008 van der Merwe Careen A X
364 1035 Benford Chris A X
444 32 A X
762 1028 De Jager Robert A X
787 1032 Fleming Susanne A X
1005 5 A X
7326 1010 Cameron Sean A X
7926 1031 Henry Ryan A X
9970 9970 Supervisor Demo A X
24747 1035 Benford Chris A X
27823 1002 Johnson Bruce A X
43633 1004 Thomson Geoff A X
87229 1007 Gibbs Tracy A X
2420405 A X
3752445 1035 Benford Chris A X
3752719 1008 van der Merwe Careen A X
3753179 1010 Cameron Sean A X
RBOTZ62 4 A X
5725501 A X

»jSend To

Records shown 1 - 20 of 54

SPadd Card 1 2 3 MNext »>

The default user 9970 is preset in the clock. In this case, the employee number and the card
number is the same.

therefore clock using more than one number and the clockings will be recorded under the

: % Note that the CS TimeClock does not limit a user to one card /or pin number. An employee can
employee number linked to the card / pin number.
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EADD A CARD OR PIN NUMBER
Click on “+ Add Card”.
Add Card or Pin

Card Number:

Employee Number:

Save ]’ Cancel

Enter the card number and if applicable, the employee number to assign it to.

%CHANGING A CARD OR PIN NUMBER
Click on the blue triangle next to the card number you want to change.

Update Card

Card Number: 8816600

Employee Mumber: |3107

Save || Cancel

After you have made the changes, click Save.

REMOVING A CARD OR PIN NUMBER

Click on the red X next to the card number you want to remove.

Delete Card

Card Number: 252525

Employee Number:

Delete ]’ Cancel

Click on “Delete” to remove the card from the clock.
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DAILY HOURS

From Date: 04/11/2008 .| To Date: 04/11/2008 L..)|  Apply
Browse Daily Hours

Date No Surname Name Clockings Hours
04112008 002 Johnson Bruce [-08:20 O-18:12 9:52
05M11/2008 002 Johnson Bruce [-08:31 -18.06 9:35
04/11/2008 004 Thomson Geoff I-07:30 0-16:59 929
041172008 007 Gibbs Tracy [-09:11 0-12:38 327
05/M11/2008 007 Gibbs Tracy I-07:57 0-12:35 4:38
041172008 010 Cameron Sean [-08:32 O-16:18 746
05M11/2008 010 Cameron Sean [-08:08 O-10:50 242
041172008 023 Cameron Greg I-08:58 0-12:66 -1512 0-18:41 727
05112008 023 Cameron Greg 1-08:46 0-16:07 721
04/11/2008 031 Henry Ryan -07:13 0-15:46 8:33
05M1/2008 031  Henry Ryan [-07:50 O-17:22 9:32
0411102008 032 Fleming Susanne [H08:03 0-16:08 3.05
051172008 032 Fleming Susanne 1-08:00 O-16:02 -16:02 O-16:02 -16:02 0-16:02 8:02
04/11/2008 035 Benford Chris I-08:59 0-17:35 8:38
05/11/2008 035 Benford Chris I-08:56 0-17:59 9:03

~JSend To

Records shown 1 - 37 of 37

When you select the “Daily hours” option from the menu on the left hand side, the above
window appears.

You can change the From Date and the To Date, to reflect the period you want to look at.

In the same way as you can change the dates on the clocking screen, you can select the
calendar picture option, or type in the date.

After you have made the change, click “Apply”.

As you can see in the above window, the details are listed in employee number order, and
for each date the employee has clocked the clockings are listed, as well as the calculated
number of hours.
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Please Note:

1. The clockings as well as the hours are listed in hours and minutes. You can change
the setup of the web interface to display decimal hours. See page 32.

2. If an employee has clocked OUT after midnight, the hours worked are listed on the
day (date) of the IN clocking.

If you would like to print the selection that you see on the screen, click on the “Send To”
button at the bottom of the window.

PAYROLL HOURS

From Date: 01/10/2008 JTO Date: 06/10/2008 J Apply

Browse Payroll Hours

No Surname Name 01/10 02/10 03/10 04/10 05/10 06/10 Hours

= o002 Johnson Bruce 1326 8:21 10:22 11.00 43.09
' 004 Thomson Geoff 9:10 9:10

= 005 Woodhouse  Jono 0:00 819 7208 8:29 8856
= 007  Gibbs Tracy 343 313 4:21 1117
=010 Cameron Sean 7:56 815 70:09 8:30 94.50
= 023 Cameron Greg 856 833 854 26:23
=} 028 De Jager Robert 000 0:00

= 030 De Jager Eliza 3:37 10:20 9:09 23.06
k| Henry Ryan g.40 8.20 7227 0:00 89:37
= 032 Fleming Susanne 8:00 2:00 8:07 3:04 3211
= 035 Benford Chris 723 a14 753 8:56 3226
T 9970 Supemnisor Demao 0:00

»jSend To

Records shown 1 - 104 of 104

When you select this option from the left hand side menu, the details for ALL employees are
displayed on the screen.

In this window, the date selection is important.

Since the clock does not “know” what your pay period is it will add all the daily hours
together within the selected period.

Therefore, if you select a date from Monday to Sunday, the total hours will be generated up
until the Sunday. If you select dates from Monday to Friday, the total hours will be
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generated up until the Friday. That also means, that if people worked on the weekend, and

these hours need to be included in your payroll hours, they will not be taken into account in

a selection from Monday to Friday only.

If you click on the

|
o

=

icon, it will bring up the “Browse Daily Hours” window, to give you a

breakdown of the daily hours that are taken into account calculating the total hours for the

week. The clockings are also listed on the same window as shown below.

From Date: 01/10/2008

Browse Daily Hours

Date

No

011072008 032
021072008 032
031072008 032
06M10/2008 032
07no/2008 032
081072008 032

~)Send To

Records shown 1 - 12 of 12

Surname
Fleming

Fleming
Fleming
Fleming
Fleming
Fleming

.. To Date: 07/10/2008

Name
Susanne

Susanne
Susanne
Susanne
Susanne
Susanne

Clockings

Hours

[-08:02 0-16:02 8:00
[-08:00 O-16:00 2:00
[-07:59 O-16:06 807
[-07:57 O-16:01 8:04
[-08:04 0-16:05 2:01
[-08:03 O-16:01 758

;J Apply

LEAVE

The CS TimeClock allows you to capture leave data as this information is necessary to

calculate daily hours correctly.

@ Please note: The calculation of daily hours will only take place if Advanced Processing is enabled. See

page 62.

Browse Leave

From
Date

08/M12/2008
15/12/2008
15/12/2008

VoL W
N NANA

15M12/2008

To
Date

201122008
16/12/2008
16/12/2008

16122008

Emp
No

004
023
031

008

Surname

Thomsan
Cameron
Henry

van der
Merwe

First
Name

Geoff
Greg
Ryan

Careen

Type
Paid
Paid
Paid

Family
Responsibility

% of

Day Comment

100 4 X
100 4 X
100 4 X
50 4 X
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Click on “+ Add Leave” to add a leave record.

Add Leave
Re-Process? v
Approved: v
Employee: 1002 Johnson, Bruce -
From Date: 13/01/2009  [_]
To Date: 13/01/2000 [ ]
Type: Annual -
% of a Day: 100

Reason:

Supervisor Approval Details

Supervisor: 9970

Approved on: |13/01/2009

Comment:

| Save || Cancel |

e Re-process: If ticked, the CS TimeClock will re-calculate the each day’s hours for the
period that the employee was on leave. This setting is only necessary if Advanced
Processing is enabled.

e Approved: Tick this block to indicate that the leave applied for was approved. Hours
will not be calculated for the leave period if a record has not been approved.

e Employee: Select the employee from the drop down list.

e From Date: The start date of the leave period.

e To Date: The last day of the leave period.

e Type: The type of leave. You can configure leave types under the Processing menu.
See page 55.

e % of Day: What percentage of the working day must be allocated to leave. This
setting only applies when Advanced Processing is enabled.

e Reason: Enter areason for the leave if required.
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e Supervisor: Will default to the employee number of the supervisor who is approving
the leave.

e Approved On: Will default to the date the supervisor is approving the leave on.

e Comment: The supervisor can enter a comment if required.

{% Please note: Leave records may not overlap.
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THE MY TIME MENU

This menu has all the functionality of the “Browse” menu except that it only shows
information for the logged in user.

Please note: A web interface user can edit any of their own details i.e. employee details,
card / pin number, clocking, daily hours, payroll hours and leave.

My Details

My Clockings
My Cards

My Daily Hours
My Payroll Hours
My Leave

MY DETAILS

From the “My Details” window an employee can view their clockings, daily hours, payroll
hours and leave by clicking on the relevant icons on the left of their name.

Browse Employees

ANo First Name Last Name Department Termination Date

® = Bl @ W 1007 Tracy Gibbs Admin A X

»jSend To

Records shown 1 - 1 of 1

The clock icon will list the clockings for that employee

©

A

ewt

The calendar icon will list the daily hours for that employee
The card icon will list the cards or pins for that employee

The smiley face icon will list the leave records for that employee

The employee can change their details by clicking on the blue triangle.
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MY CLOCKINGS

The “My Clockings” menu will only show the clockings for the logged in user

From Date: 03/11/2008 JTO Date: 09/11/2008 J Apply

Browse Clockings

¥Date Time No Surname First Name In/Out Card No Type Extender Reader Area

07/11/2008 13:15:42 1007 Gibbs Tracy Out 87229 Clock 19629 1 Outside A X
07/11/2008 13:15:35 1007 Gibbs Tracy In 87229 Clock 19629 1 Inside A X
07/11/2008 09:04:51 1007 Gibbs Tracy Out 87229 Clock 19629 1 Outside A X
06/11/2008 07:49:53 1007 Gibbs Tracy In 87229 Clock 19629 1 Inside A X
05/11/2008 12:35:03 1007 Gibbs Tracy Out 87229 Clock 19629 1 Outside A X
05/11/2008 07:57:22 1007 Gibbs Tracy In 87229 Clock 19629 1 Inside A X
04/11/2008 12:38:59 1007 Gibbs Tracy Out 87229 Clock 19629 1 Outside A X
04/11/2008 09:11:46 1007 Gibbs Tracy In 87229 Clock 19629 1 Inside A X
03/11/2008 12:45:27 1007 Gibbs Tracy Out 87229 Clock 19629 1 Outside A X
03/11/2008 08:00:52 1007 Gibbs Tracy In 87229 Clock 19629 1 Inside A X

»jSend To

Records shown 1 - 10 of 10

PAdd Clocking

The employee can add, change or remove clockings their own clockings.

MY CARDS

The logged in user can add, change or remove the card / pin number from the “My cards”
menu.

Browse My Cards and Pins

&Card Number Employee No Surname First Name
5742494 1007 Gibbs Tracy

87229 1007 Gibbs Tracy

> >
X X

»)5end To

Records shown 1 - 2 of 2

sPAdd Card
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MY DAILY HOURS

The logged in user can view and export their daily hours from the “My Daily Hours” menu.

From Date: 03/11/2008 l..] To Date: 09/11/2008 L..]| Apply

Browse Daily Hours

Date No Surname Name Clockings Hours
0311/2008 1007 Gibbs Tracy 1-08:00 0-12:45 445
04/11/2008 1007 Gibbs Tracy -09:11 0-12:38 3.27
05M1/2008 1007 Gibbs Tracy I-07:57 0-12:35 4:38
06/11/2008 1007 Gibbs Tracy 1-07:49 0-09:04 2515
07/M11/2008 1007 Gibbs Tracy -13:15 0-1315 0:00
101142008 1007 Gibbs Tracy I-07:55 0-12:38 443

»JSend To

Records shown 1 - 12 of 12

MY PAYROLL HOURS

The logged in user can view and export their payroll hours from the “My Payroll Hours”
menu.

From Date: 03/11/2008 .| To Date: 09/11/2008 L.]| Apply

Browse Payroll Hours

No Surname Name 03/11 04/11 05/11 06/11 07/11 08/11 09/11 Hours
) 1007 Gibbs Tracy 4:45 327 4:38 2515 0:00 38:05

#jSend To

Records shown 1 - 12 of 12
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MY LEAVE

The logged in user can add or change their leave from the “My Leave” calendar.

Number of Months to Display: 6 ~

[PreviousYear] (Previous Month} [ Next Month ] [ Next Year ]

Public Holidays

December 2008 January 2009 February 2009
sM[T[w[T[F[s|[s[mMm[T[w[T[F[s|[s[m[T][w[T[F]s

& 2 4 5 6 B 2 3 1 6 7
# 8 9 a0 42 g5 |4 s e s o M| e 5 10 11 12 (i3] 14
14 15 16 17 18 19 20 ([ 4 15 16 17|15 16 17 18 19 20 21
21 22 23 2425 2681 27|(18 15 20 23 24 || 22 23 24 25 26 27 28
28 29 30 31 25 26 27 28 29 30 3t

March 2009 April 2009 May 2009

sMm[T[w|[T[F[s|[s[m[T[w][T]F[s|[s[m[T[w][T[F]s
3w @) & 5 By 7 1. = B 4 I 2

) 10", L 12 k3

16 [l :s

23
30

24 25
31

19 20
26 27

14
21
28

S =3 7 8 S 10 11

3 4 S 6 & 8 S

12
19
26

13
20
27

14
21
28

15
22
29

16
23
30

17
24

18
25

10
17
24

11
i8
25

12
19
26

13
20
27

14
21
28

15
22
29

16
23
30

31

Use the “Number of Months to Display” drop down list to view leave for 1, 2, 3,4, 6 or 12

months. To change the viewing period, use the “Previous Year”, “Previous Month”, “Next

Month” and “Next Year” buttons.

You can select to only view a certain type of leave by clicking on the leave type in the list on

the left.

To edit a leave record, click on any of the highlighted days for that leave record.

To add a new leave record, click on any of the available dates. The “Add Leave” window will

appear on which the leave details can be entered.
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THE SETUP MENU

NOTE : Only employees who are listed as administrators will have access to this menu.

!‘ Setup

Clock Setup

Clock Menu Options
Clock Submenu Options
Departments

Child Clocks

Peer Clocks
Metwork:

Set Clock Time
Sirens

World Time Zones
Web Update

CLOCK SETUP

Update Device Configuration

Enabled
Hours Shown in Decimal [}
Enable Advanced Hardware Options
Enable Access Control Options
Enable Job Control Options
History Days 0
Date Format © mmy/dd/yyyy

® dd/mm/yyyy
@ yyyy/mm/dd
Clock uses SSL [}

Clock Server IP

Clock Server Port 5123
Clock SSL Server IP 127.0.0.1
Clock SSL Server Port 5125

e Enabled: If this option is not selected, the clock will display: “Device Not Enabled” on
the clock display and the red led will be on. It will not accept any clockings or input
from the keypad. Changing this option will require the clock to be rebooted.
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e Hours Shown in Decimal: Select this option if you wish to view daily or payroll hours in
decimal format, i.e. 8.50 hours instead of 08:30.

e Enable Advanced Hardware Options: This will enable the Clock Menu Options, Clock
Submenu Options, Child Clocks and Peer Clocks menu options.

e Enable Access Control Options: Enable the Access Control Menu for configuration of
Areas, Access Time Zones and Employee Access Rights.

e Enable Job Control Options: Enables the Job Costing menu where the user can add jobs
and sequences.

e History Days: The number of the days the clock will store clockings in it’s database for
e.g. if this value is set to 90, the clock will delete any clockings in it’s database older
than 90 days. The default setting, 0, means that clockings will be stored indefinitely.

e Date Format: Select the date format to be used in the web interface.

e Clock uses SSL: SSL is required for a higher security setup, and makes sure there are no
proxy server issues (firewall protection). Setting these values in the clock will make the
connection slower because of this.

e Clock Server IP and Ports: The Server IP and port numbers in the above window are
default values for the device, and have been pre-configured before the clock is installed
on your network. The default clock server port is 5123. Please speak with you IT
department to setup the device on the network.

CLOCK MENU OPTIONS

This menu allows you to change the description of the clock keypad menu options. You can
disable menu items and add new menu items.

Browse Menu Options

&Cat No Description Status

1 Clocking Enabled A X
2 Enquiry Enabled A X
3 Employee Enabled A X
4 Super Enabled A X
5 Admin Enabled A X
g Time Enabled A X
7 Device Enabled A X

Records shown 1 - 7 of 7

“PAdd a Menu Option
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To add a menu option, click on “+ Add a Menu Option”.

Add Menu Option

Category Number:
Description:

Disabled: ]

[ Save H Cancel J

Enter a new category number and description and click on “Save”.
To change a menu item, click on the blue triangle next to the menu item.

Update Menu Option

Category Number: 1

Description: Clocking
Disabled: ]
[ Save H Cancel I

Make your changes and click on “Save”. A disabled menu item will not appear on the clock
keypad menu.

Click on the red cross next to the item if you wish to remove it.
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CLOCK SUBMENU OPTIONS
You can change, add or remove the clock keypad submenu options from this menu item.
To remove a submenu, click on the red cross next to it.

Browse Submenu Items

Menu Option Submenu No aDescription Seq ID Status

Clocking (Menu1) 2 Access Only Enabled A X
Employee (Menu3) 3 Add Fingerprint Enabled A X
Super (Menud) 1 Assign Card Enabled A X
Device (MenuT) 1 Backup Database Enabled A X
Enquiry (Menu2) 2 Clock Status Enabled A X
Employee (Menu3) 2 Delete Employee Enabled A X
Admin (Menu5) 2 Employee Level Enabled A X
Enquiry (Menu2) 1 Employee Status Enabled A X
Super (Menud) 3 Export USB/Excel Enabled A X
Time (Menu6) 1 Get Internet Time Enabled A X
Clocking (Menu1) 3 Job Enabled A X
Device (MenuT) 4 Lock/Unlock clack Enabled A X
Device (Menu7) 2 Metwork Settings Enabled A X
Employee (Menu3) 1 MNew Employee Enabled A X
Clocking (Menu1) 1 Payroll Only Enabled A X
(Menud) 1 Reboot Enabled A X
Super (Menud) 2 Remove Card Enabled A X
(Menud) 2 Restore Database Enabled A X
Time (Menuf) 3 SetDate Enabled A X
Super (Menud) 4 Set Emp Department Enabled A X

Records shown 1 - 20 of 25

“PAdd Submenu Item 12 Next >=
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To add a new submenu, click on “+ Add Submenu Item”.

Add Submenu Ttem

Main Menu Option: -
Sub Menu Number:
Description:

Sequence: -

Disabled:

| Save || Cancel |

e Main Menu Option: Select the main menu option the submenu must be linked to.

e Sub Menu Number: Give the menu item a number.

e Description: The menu item name.

e Sequence: Linkthe menu item to a sequence. Sequences can be added from the
Job Costing menu in the web interface.

e Disabled: Disable a submenu item. Disabled menu items will not appear on the
clock keypad menu.

Click on “Save” to add the new menu.

To change a submenu item, click on the blue triangle next to it and change any of the above
listed items. Click on “Save” to implement your changes.
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DEPARTMENTS

Browse Departments
AID Description
Programmers
Admin

Technical

A
A
A
A

XX XX

Online Sales

Records shown 1 - 4 of 4

“PAdd Department

As in the previous windows, “+ Add Department” will allow you to add a department, the
blue triangle to change a department and the red cross to delete a department.

You can assign a department to an employee when you change the employee’s details
under the “Browse Employee” window.

CHILD CLOCKS

This menu option will only be visible if “Enable Advanced Hardware Options” has been
selected in the Clock Setup menu.

Browse Child Clocks

aSerial Number Description
19905 Automatically Created Daughterboard (With Readers) A X
19907 Parent clock A X

Records shown 1 - 2 of 2

Clocks will automatically be added to this list when they’re connected and it should
therefore not be necessary to add them manually.

Use the red cross to remove a clock from the list.

To change the behaviour of a clock, click on the blue triangle.
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Update Child Clock

Clock Serial Number: 19907

Description: Parent clock

Model: Daughterboard with 20x4 LCD 3 relays ~
Quiet Mode:

Relay Duration(10ms units): 0
Default Time Zone: No Default Time Zone Restrictions ~
Override Time Zone: No Override Time Zone Restrictions
Time Zone on In Only:

Default Access is No:

Clock is locked:

Reader 1 Reader 2 Reader 3 Fingerprint Reader
Description:
Type: Daughterboard with 20x4 LCD 0 relays ~  Daughterboard with 20x4 LCD O relays =  Daughterboard with 20x4 LCD 0 relays ~  No Daughterboard -
TNA Direction: Toggle ~ Toggle Toggle Toggle
Access Effect: None - TNA v TNA - TNA -
Area going In Restriction: None - None - None - None -
Payroll going In Restriction:  None - None - None - None -
In Area: Inside ~ Inside ~ Inside ~ Inside ~
Out Area: Outside ~ Outside ~ Outside ~ Outside ~
Display Area: v 7 - .
THA IN Relay: Relay 1: [ Relay 2: Relay 1: [0 Relay 2: Relay 1: [ Relay 2: Relay 1: [0 Relay 2:
Relay 3: Buzzer: Relay 3: Buzzer: Relay 3: Buzzer: Relay 3: Buzzer:
A OUT Relay: Rt 3. Baner: R 513 oo, hai 2. user: R 513 Beor.
sea iy e e b e e b
e OUT Ry Rat 3. Buser: Rei 513 s, Raie 31 ser: Re 513 Bsor,

Save Cancel

e Serial: The serial number of the clock.

e Description: You can change the description to easier distinguish the clocks.

e Model: The model of the clock.

e Quiet Mode: Disables the onboard buzzer when using the keypad or clocking.

e Relay Duration: The amount of time the clock will trigger the relays. It is measured in
10 ms units i.e. 1 sec = 100 units.

e Default Time Zone: You can assign a default time zone to each reader. Employees
without a specific time zone for this clock will use this default.

e Override Time Zone: The Override Time Zone overrides any time zone settings that
may have been assigned to individual employees in the “Employee Access Rights”
menu.

e Time Zone on In Only: The time zone will be enabled on In clockings only.

e Default Access is No: By default no one will be allowed to clock on the reader.
Employees will only be able to clock on the reader if they’re allowed access in the
“Employee Access Rights” menu.

e Clockis Locked: There are times when the clock needs to be “off” with regard to
people clocking. When the clock is locked employees cannot clock IN, and the clock will
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not trigger any of the doors or turnstiles to open. Employees can clock OUT, and the
doors will work for people clocking OUT.

e Reader 1, 2, 3 and Fingerprint Reader: The CS TimeClock supports 3 readers of which
reader 1 is the integrated proximity reader, reader 3 is the integrated keypad and
reader 2 is an external reader. The settings which follow can be setup for each of these
readers.

e Type: Select the type of reader from the drop down list.

e TNA Direction: Sets the TNA effect when employees clocks on the reader. Options are:
o None: Clockings will not be recorded as Payroll clockings i.e. the TNA direction will

not be affected.
o In: The TNA direction will always be set to In.
o Out: The TNA direction will always be set to Out.
o Toggle: The clock will automatically toggle between In and Out for an employee.

e Access effect: Sets the Access effect when employees clocks on the reader. Options
are:

o None: Clockings on this reader will have no access effect i.e. the employee’s
current area will not change.

In (Into In): Sets the employee’s area to the In Area.

Out (Into Out): Sets the employee’s area to the Out Area.

Toggle: Toggle the area when an employee clocks.

TNA: Toggle the area to the TNA direction.

e Area going In Restriction: Configure anti-passback and pathing.

o O O O

o Must not be in TO Area (APB): Enable anti-passback on this reader. The goal of
anti-passback is to prevent an employee passing his card to another person, who is
outside, while the employee is inside, thus allowing another person to enter on the
same card.

o Must be in FROM Area (Pathing): Enable Pathing AND anti-passback on this reader.
With pathing an employee is required to be in the In area before they can clock to
the Out area, or they must be in the Out area before they can go to the In area.

e Payroll going In Restriction: Restrict employees according to their TNA direction.
o Must be In: An employee must be clocked In to be able to clock on this reader.
o Must be Out: An employee must be clocked Out to be able to clock on this reader.
e In Area: Assign an Area name, defined in the Areas menu, into which an employee will
move when they clock In on the reader.
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e  Out Area: Assign an Area name, defined in the Areas menu, into which an employee will
move when they clock Out on the reader.

e TNAIn Relay: Select the options the clock should trigger on an TNA In clocking.

e TNA Out Relay: Select the options the clock should trigger on an TNA Out clocking.

e AreaIn Relay: Select the options the clock should trigger if an employee clocks into the
In Area.

e Area Out Relay: Select the options the clock should trigger if an employee clocks into
the Out Area.

PEER CLOCKS

This menu option will only be visible if “Enable Advanced Hardware Options” has been
selected in the Clock Setup menu.

Browse Device Peers

ASerial Number Description IP Address Port
19874 192.168.2.144 5123 A X

Records shown 1 - 1 of 1

“PAdd Device Peer

If there are more than one CS TimeClock Parent on your network, you can set them up to
replicate employee and card information, update employee directions (in other words an
employee can clock in on one clock and out on another) and synchronize their time and
date.

To add another CS TimeClock Parent, click on “+ Add Device Peer”. To change a peer’s
details, click on the blue triangle. To remove a peer, click on the red cross.
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Update Device Peer

Serial: 19874

Description: | Head Office
IP Address: 192.168.2.144

Port: 5123

[ Save H Cancel ]

Enter the IP Address and Port number for the new device and click on “Save”.
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NETWORK
Please speak with you IT department for the correct setup of these parameters.

Update Network

DHCP

P 192.168.2.130
Subnet Mask 255.255.255.0
Broadcast IP 192,168.2.255
Gateway 192.168.2.202
Name Server 1

Name Server 2

Name Server 3

Name Server 4

Save || Cancel

e DHCP: If this option is ticked, the network will automatically assign an IP address to
the clock. You can determine the IP address assigned to the clock by physically going
to the clock and typing 920#.

e |P: If not using DHCP set the IP address of the clock here.

e Subnet mask: Also has to do with the settings of your local network, and determines
the “handout” of an IP address.

e Broadcast IP: This is automatically filled and is used to synchronise employee
directions between multiple clocks on the network.

e Gateway: Has to do with the connection to the “outside” world. This must be set to
enable access to the internet. This will allow a user to access the web interface
remotely, enable the clock to update it’s time from an internet time server and allow
an administrator to update the firmware from the internet.

e Name Server 1 —4: Enter the IP addresses of your name servers (DNS) here. Leaving
these fields blank will default the clock to pre-defined DNS servers.
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SET CLOCK TIME

This allows you to change to date and time on the clock through the web interface

Update Clock Date and Time

Time 09:23:53

Date  13/01/2009

Set Time] I Cancel

Make the changes required, and click on “Set Time” to change.

You can also change the date and time on the clock directly:

Walk up to the clock, and type 931#

The clock will ask for a supervisor password — type 9970#

Then you need to update the time as follows:

Type in hhin a 24 hour format (e.g. to set the time to 09:15:00, type 9)
Press #

Type in mm (e.g. to set the time to 09:15:00, type 15)

Press #

Type in ss (e.g. to set the time to 09:15:00, type 00)

Press #

The clock will give a message when the set time has been successful.

To change the date on the clock directly works the same way
Type in 932# on the clock.

Type the supervisor pin 9970#

Type dd first (eg. 01), and press #

Then type mm (eg 07) and press #

Then type ccyy (eg 2008) and press #

The date has now changed to 01/07/2008

Last updated 19/01/2009
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SIRENS

Sirens can be connected to the clock. For more information on how to physically connect a
siren, please contact your supplier.

EADDING A SIREN TIME

Browse Sirens

aTime Mon Tue Wed Thu Fri Sat Sun S/no Duration Description

Records shown 1 - 0 of O

sPAdd Siren

Click on “Add Siren” on the “Browse Sirens” window (see picture above). The following
options are shown (see picture on the next page):

e Time: enter the time in 24 hour format at which the siren must be triggered.

e Select the days of the week on which the siren must go off on at the above time.

e If the siren is triggered from a child clock, enter the serial number of the extender in
“S/No”. If left blank, it will default to 10 which means the siren will be triggered on
the clock and all it’s children.

e Select the Relay on the clock to which the siren is connected. Selecting “Buzzer” will
trigger the clock’s built-in buzzer at that time.

e Enter the duration of the siren in seconds.

e Enter optional text to display on the LCD when the siren goes off.

e Enter an optional description to identify the siren in the web interface.
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Add Siren

Time:

Tue:

Wed:

S/No:

Relay:

Duration:

Show on LCD line 1:

Show on LCD line 2:

Show on LCD line 3:

Show on LCD line 4:

Description:

|00:00 | (hh:mm)

| H M N MM

Relay 1: [] Relay 2: [ Relay 3: [0 Buzzer: []

o

‘ (seconds)

l

Once you have updated the details, click “Save” to keep the changes.

ECHANGING A SIREN TIME

Browse Sirens

ATime
08:00
10:00
10012
10:15
12:25
13:00
13:25
13:30
14:30
14:44
14:45
16:00
17:00

Mon
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Tue
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Wed

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Records shown 1 - 13 of 13

P add siren

Thu
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Fri
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Sat
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Sun
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

S/no
10
10
10
10
10
10
10
10
10
10
10
10
10

Duration

[k RS TS | T ST T Y o T o T N N L T S T 1

Description
Day Start

Tea

Tea End Warning
TeaEnd

Test Siren 1
Lunch

Lunch End Warning
Lunch End

Tea

Tea End Warning
Tea End

Suz's Day End
Day End

N g O
XAXXXXAXXXXXXXX

Click on the blue triangle next to the siren time to edit any of the siren parameters.
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REMOVING A SIREN

Click on the red cross next to the siren time to open the “Delete Siren Time” window.
Clicking on the delete button will remove the siren time from the clock.

WORLD TIME ZONES

When the clock is first installed, you will need to set the TimeZone to the correct time
World Time Zone the clock is located in.

Update TimeZone

Current Timezone |GMT+2

MNew Timezone Africaflohannesburg -

Save H Cancel ]

This setting is necessary if the clock is connected to the internet. The clock will update it’s
time automatically every minute from an internet time server or when it is rebooted.

WEB UPDATE

This function will automatically schedule an upgrade of the firmware on the clock.

Warning!

This action will schedule a software update from the web.
The clock must be connected to a network and have access
to the internet. This process could take up to 15 minutes.
Do not switch the clock off while it is being updated.
Press the Proceed button to continue.

Wiew Log ] [ Froceed
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Click “proceed” to continue the process or “View Log” if you wish to see a log of the last
firmware update.

If the clock is running the latest version of firmware it will display the following message
after a few seconds:

================ ypdateclock (/bin/sh/usr/local/binfupdateclock)================
Update: Update: Running at: Tue MNov 18 21:54:56 EST 2008

Update: Copying script from Jusr/local/bin/updateclock to fvar/tmp

Update: About to run: jvar/tmp/updateclock

—====—=—=—==—=—====== updatec|0ck (fbin‘uiShf\(ar}tmpfupdateclock}================
Update: Update: Running at: Tue Mov 18 21:54:57 EST 2008

JSvar/tmp/updateclock

Update: Checking for Updates for this Clock

Update: Update Type: release

Update: Downloading Update Version Information from the Web...

Update: Update: No new web updates are available at: Tue Nowv 18 21:55:02 EST 2008

If the clock is unable to connect to the update site, you’ll see the following message:

================|pdateclock (/bin/sh/usr/local/bin/updateclock)================
Update: Update: Running at: Tue Mov 18 22:10:29 EST 2008

Update: Copying script from fusr/local/bin/updateclock to fvar/tmp

Update: About to run: /var/tmp/updateclock

================ Updateclock (/bin/sh/var/tmp/updateclock)================
Update: Update: Running at: Tue Nov 18 22:10:30 EST 2008

fvar/tmp/updateclock

Update: Checking for Updates for this Clock

Update: Update Type: release

Update: Downloading Update Version Information from the wWeb...

Update Error: Could not download update information from: https://www.capefox.com/secure/clocks/release/new.txt

Please check your gateway and firewall settings if you receive this message.
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THE PROCESSING MENU

The options under the Processing Menu can be used to refine the processing of hours.
Instead of just allocating hours to a single time category, these options will allow you to:

Use up to 9 time categories.

Setup a simple 7 day working schedule for each employee.
Collect flexi time information.

Round clockings to the nearest specified part of an hour.
Apply daily overtime balancing.

Allocate leave where it influences your hours calculations.
Automate the processing of employee hours.

CONCEPTS

THE TIME CATEGORIES

When advanced processing is enabled the clock will use and display the following time

categories:

SN O o

N

10.

Extra: Time worked before the scheduled start time.

Normal: Time worked between the scheduled start and end time.

Overtime: Time worked after the scheduled end time.

Saturday: All Time worked on a Saturday if the employee has no schedule assigned.
Sunday: All time worked on a Sunday if the employee has no schedule assigned.
Holiday: If a schedule is assigned to an employee, their expected time will be
allocated to this time category on a public holiday.

Paid: By default all time allocated to a paid leave type.

Sick: By default all time allocated to sick leave.

Variance: Variance time contains either a positive or negative amount equal to
Normal + Overtime + Sat + Sun + Holiday + Paid + Sick — Expected Normal Hours.
Note that Extra time is not included here.

Lunch: If a deduction is specified for an employee in their schedule, then this
deduction is made, from normal time, regardless of the time spent at work, or the
time of the clockings. The supervisor can override the lunch deduction for any
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employee for the day. The lunch deduction is made before daily balancing occurs for
the day.

11. Running Total: This column keeps a running total of the Variance time category and
is only visible if enabled in the Global Processor Settings.

While these names can be modified in the Global Translations menu, the meaning is fixed.

_ROUNDING
If activated, all clockings are rounded as per the time set in the global setting.

Rounding is deemed to be “half half”. In other words, if the rounding period is set to 15
minutes, then each clocking will be rounded to the “nearest quarter hour”. Example:

for a rounding period of 15 minutes, a clocking time of 08:07 will be rounded to 08:00 and a
clocking time of 08:08 will be rounded to 08:15.

The global rounding unit can be overridden for an employee in the setup of the employee
schedules.

OVERTIME BALANCING

By default, if an employee is linked to a working schedule, any time after the expected shift
end will be allocated to the Overtime time category. If however, an employee is expected
to earn their Expected Normal Hours each day, no overtime will be allocated until this
amount of time is earned. Equally, time worked in excess of the Expected Normal Hours is
automatically sent to “After end of day”.

Overtime balancing can be enabled in the global settings and overridden in the employee
schedules.

Overtime balancing only occurs between the Normal and one Overtime category.
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GLOBAL SETTINGS

In the Global Settings menu you can setup the global processing defaults.

Update Global Processor Settings

Allow Autoprocess

Enable Balancing

Leave Approved by Default
Rounding Unit {min)

Enable Running Totals

Last Process Date J

Auto End Day

Save || Cancel

e Allow Autoprocess: If selected, the CS TimeClock will calculate employee hours
according to the settings under the Processing Menu and all the time categories will be
displayed. If this option is not selected advanced hours processing will be disabled.

e Enable Balancing: Overtime balancing will be enabled for all employees (with the
exception if it is disabled in an employee’s schedule). For an explanation of overtime
balancing, see page 49.

e Leave Approved by Default: If enabled, leave records captured are by default marked
as approved and hours will automatically be calculated and allocated. If disabled, a
leave record must be approved first before hours will be calculated.

e Rounding Unit (min): All clockings will be rounded to this value. For an explanation of
rounding, see page 49.

e Enable Running Totals: This will enable running totals in the Daily Hours window. See
the definition of Running Totals on page 49.

Last updated 19/01/2009 Page 50 of 65



CS TimeClock Web Interface Manual

e last Process Date: The last date on which the clock automatically reprocessed hours. If
you change this date to a date prior to today, the clock will reprocess all the hours
records from that date.

e Auto End Day: If an employee did not clock out for a shift by the day end, the processor
will calculate hours up to the End Time of the schedule. The clock will automatically
adjust the employee’s clocking direction. The day end is calculated to be at the
opposite of the expected midpoint of the employee schedule. For example, if the
expected In is 4 pm, and the expected out is 12 midnight, then the day runs from 8am
to 8am.

Click on “Save” for these settings to be applied.

GLOBAL SETTINGS (ADV)

The Advanced Global Processor Settings allows you to map the default processor categories

to others.

Update Advanced Global Processor Settings Update Advanced Global Processor Settings
Assign hours to the following time categories Assign hours to the following time categories
Extra Category Extra - Extra Category Owvertime -
Normal Category MNormal hd Mormal Category Normal -
Overtime Category Overtime - Overtime Category Overtime -
Saturday Category Saturday - Saturday Category Overtime -
Sun Category Sunday - Sun Category Sunday -
Holiday Category Holiday - Holiday Category Sunday -
Variance Category Variance - Variance Category Variance -

Save H Cancel Save H Cancel

The image above left shows the default time category mapping. In the image above right all
time calculated before shift start will be added to the Overtime Category, and all Holiday
hours will be added to the Sunday time category.
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GLOBAL TRANSLATIONS

In this menu you can rename your first nine time categories as well as the week day names.

Update Global Processor Settings

Time Category Descriptions Week Day Names

Time Category 1 Extra Sunday Sunday
Time Category 2 Normal Monday Monday
Time Category 3  Overtime Tuesday Tuesday
Time Category 4  Saturday Wednesday Wednesday
Time Category 5  Sunday Thursday Thursday
Time Category & Holiday Friday Friday
Time Category 7 Paid Saturday Saturday

Time Category 8  Sick

Time Category @ Variance

Save H Cancel

Change the descriptions and click on “Save” to apply.
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EMPLOYEE SCHEDULES

An employee schedule is required to calculate overtime, flexi time, holiday time and paid
leave.

Browse Employee Schedules

Monday Tuesday Weadnesday
AMNo Surname Firstname Start End |Lunch| Hours|Start| End Lunch Houwrs | Start| End | Lunch | Hours
0oz Johnson Bruce 800 1800 200 830 800 1800 000 830 800 1800 0:00 8:30
004 Thomson Geoff 730 1700 030 900 V30 1700 030 900 T30 1700 0:30 900
008 ‘r’;'e”ruigr Careen 9:00 16:00 0:30 630 9:00 16:00 0:30 630 900 16:00 0:30  6:30
010 Cameron Sean 800 1800 30 900 800 1800 030 900 500 1800 030 900
023 Cameron Greg 900 4700 030 730 900 700 030 V30 900 700 030 ¥:30
0za De Jager Robert 900 4700 030 730 900 4700 030 V30 600 1400 0:30 730
031 Henry Ryan 730 16:00 030 800 T30 1600 030 800 T30 1600 0:30 800
03z Fleming Susanne 00 1600 030 730 800 1600 0:30 730 &00 16:00 0:30 7:30

Records shown 1 - 8 of &

“PAdd Employee Schedule

To add an employee schedule, click on “+ Add Employee Schedule”.

Add Employee Schedule

Employee: 003 Crowsen, Bradley

Schedule Setup

Start End Lunch Hrs

Monday 0:00 0:00 0:00 0:00
Tuesday 0:00 0:00 0:00 0:00
Wednesday 0:00 0:00 0:00 0:00
Thursday 0:00 0:00 0:00 0:00
Friday 0:00 0:00 0:00 0:00
Saturday 0:00 0:00 0:00 0:00
Sunday 0:00 0:00 0:00 0:00
Schedule Overides

Enable Balancing @ pefault @ on © off

Leave Approved by Default @ pefault © on © Off

Default Rounding Unit(min) |15 overide [ 15
Enable Running Totals @ pefault © on © Off
Auto End Day @ pefault @ on © off
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e Employee: Select an employee to whom the schedule will apply from the drop down
list.
e Start and End: The expected start and end times of the shift.
e Lunch: The total time the processor must deduct from the Normal time for unpaid
breaks during the shift.
e Hrs: The expected normal hours for the day.
e Enable Balancing: Enables overtime balancing.
o Default: Use the global setting for overtime balancing.
o On: Override the global setting and enable balancing for this employee.
o Off: Override the global setting and disable balancing for this employee.
e Leave Approved by Default: Automatically approve leave records captured for this
employee.
o Default: Use the global setting for leave approval.
o On: Override the global setting and approve leave by default for this
employee.
o Off: Override the global setting and do not approve leave by default for this
employee.
e Default Rounding Unit (min): Shows the default unit used to round the employee’s
clockings. To change, mark “Override” and enter the new rounding unit on the right.
e Enable Running Totals: Enables running totals for this employee.
o Default: Use the global setting for running totals.
o On: Override the global setting and enable running totals for this employee.
o Off: Override the global setting and disable running totals for this employee.
e Auto End Day: Enables Auto End Day. See page 50 for the definition.
o Default: Use the global setting.
o On: Override the global setting and enable for this employee.
o Off: Override the global setting and disable for this employee.

Click on “Save” to save the employee schedule.

To change an employee schedule, click on the blue triangle. To remove an employee
schedule, click on the red cross.
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LEAVE TYPES

The CS TimeClock has five default leave types which can be changed or removed. More
leave types can be added for processing.

Browse Leave Types

AID Description Type Flexitime Time Category

1 Annual Yes Mo Paid A X

2 Sick Yes Mo Sick A X
Flexi Yes Yes Paid A X

4 Unpaid Mo Mo Exira A X
.5 Other Mo Yes Mormal A X

Records shown 1 - 5 of &

PAdd Leave Type

To add a leave type, click on “+ Add Leave Type”.

Add Leave Type

Description:

Paid: [

Flexi: ]

Time Category: Extra -
l Save H Cancel ]

e Description: The Leave type description.

e Paid: If a schedule is assigned to an employee, their expected hours will be allocated
to the selected time category.

e Flexi: If a schedule is assigned to an employee, their expected hours will be
allocated to the selected time category, but the leave hours will be deducted from
the Variance column.
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e Time Category: Select the time category hours must be allocated to for paid leave.

Click on “Save” to save the new leave type.

HOLIDAYS

All entered public holidays are considered to be “paid” holidays i.e. if a schedule is assigned
to an employee, the expected hours for that day will be allocated to the Holiday time
category.

Browse Holidays

aDate Description
28122008 Christmas

A X
26M2/2008 Boxing Day A X

Records shown 1 - 2 of 2

sPAdd a Holiday

To add a public holiday, click on “+ Add a Holiday”.

Add a Holiday

Date: 18/12/2008 ||
Description:

I Save H Cancel J

Enter the public holiday date and description and click on “Save”.
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THE ACCESS CONTROL MENU

The CS TimeClock has a number of functions available to you that are helpful in limiting
access to your premises. To implement Access Control effectively you will need to make
use of the Web Interface, or external software. Access control functionality cannot be
managed exclusively from the keypad.

€3 Access Control

Areas
Access Time Zones
Employee Access Rights

@ This menu option will only be visible if “Enable Access Control Options” has been
selected in the Clock Setup menu.

|AREAS

Area descriptions are required for the setup of access control. If an employee clocks on the
clock they’re moving from one area to another. Say, for example, the clock is located at the
entrance of the building with one reader on the inside of the building and one on the
outside. Employees will therefore move into area “Inside” when they clock on the outside

reader and they will move into area “Outside” when clocking on the reader on the inside of
the building.

Browse Areas

AID Description

0 Qutside A X
1 Inside A X

Records shown 1 - 2 of 2

“PAdd an Area

Click on “+ Add an Area” to add an area description. These area descriptions can be
assigned to readers in the “Child Clocks” Menu option.
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Clicking on the blue triangle will allow you to change the area description and clicking on
the red cross next to an area description will delete it.

ACCESS TIME ZONES

Access Time Zones allow you to limit the times when people can use the clock. For example
you may decide that a clock used to access the cafeteria can only be used between 10am
and 4pm.

Browse Timezones

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
lDescription Start | End Start | End Start | End Start | End Start | End Start| End Start| End
Cafeteria 10:00 16:00 10:00 16:00 10:00 16:00 10:00 16:00 10:00 1600 000 000 0:00 000 A X

Records shown 1 - 1 of 1

<P add Timezone
To add a new Access Time Zone, click on “+ Add Timezone”.
Add Timezone

Description:

Timezone Schedule

Start End
Monday 0:00 0:00
Tuesday 0:00 0:00
Wednesday  0:00 0:00
Thursday 0:00 0:00
Friday 0:00 0:00
Saturday 0:00 0:00
Sunday 0:00 0:00
Save Cancel

Enter a description for the new timezone and the start and end times for each day of the
week. Employees will be allowed to clock between the start and end time. The end time
can be smaller than the start time where the timezone stretches across midnight.

To change a Timezone click on the blue triangle next to it. To remove remove a Timezone
click on the inline red cross.

Link a timezone to the clock from the “Setup”, “Child Clocks” menu.
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EMPLOYEE ACCESS RIGHTS

Access rights determine if an employee is able to make use of a specific clock. If no specific
setting is entered for a specific employee / clock combination then the default setting for
the clock is used (can be found under the “Setup” menu, “Child Clocks”).

Browse Employee Access Rights

AEmp No Surname First Name Clock S/no Clock Description Access Time Zone
002 Johnson Bruce 19907 Parent clock Yes Cafeteria A X

Records shown 1 - 1 of 1

sPadd an Employee Access Right
To add a record, click on “Add an Employee Access Right”.

Add an Employee Access Right

Employee: -
Clock: Parent & Child Clocks -

Allow Access:

Time Zone: MNo Time Zone Restrictions -

| Save || Cancel |

e Employee: Select the employee from the drop down list to which these rights will
apply.

e Clock: Select the clocks these rights will be applied on.

e Allow Access: Tick to allow access. An unticked box will deny access to the selected
employee.

e Time Zone: You can link a Time Zone override to the employee for the selected

clocks.
Click on “Save” to apply the changes.

To change a record, click on the blue triangle. To remove a record, click on the red cross

next to the record.
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THE JOB COSTING MENU

The CS TimeClock Web Interface currently has very limited support for Job Costing. You can
only add jobs and change the clock’s behavior using the “Sequences” menu. For the
calculation of Job Hours you require the TNA software package.

Jobs
Sequences

JOBS

You can add, change or remove jobs from the “Jobs” menu.

Browse Jobs

AID Description

1 Sales A X
2 Development A X
3 Support A X

Records shown 1 - 3 of 3

“FAdd Job

To add a job, click on “Add Job”, enter the job description and click on “Save”.

Add Job

Description:

l Save l’ Cancel l

To change a job description, click on the blue triangle next to the job. To remove a job, click
on the red cross next to the job you wish to remove.
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SEQUENCES
A sequence is a small program written in “Bundy” which dictates the behavior of the clock.

You can create your own sequence and upload it to the clock from the “Sequences” menu.

Browse Sequences

Seq ID Description Version Last Changed

Records shown 1 - 0 of O

“PAdd Sequence

To add a sequence, click on “+ Add Sequence”.

Add Sequence

Seq ID:

Name:

Version:

Last changed on: 13/01/2009 _J

Author:

Compiled: ]
Notes:
Bundy:

Save Cancel

Please contact your clock supplier for more information on clock sequences and the
“Bundy” language.
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ADVANCED PROCESSING OF EMPLOYEE HOURS

This section will discuss the additional features in the Browse Menus when the advanced

processing is enabled in the global processor settings.

ENABLING ADVANCED PROCESSING

Click on Global Settings under the Processing menu and tick: “Allow Autoprocess.”

Update Global Processor Settings

Allow Autoprocess
Enable Balancing

Leave Approved by Default

Rounding Unit {min) 15
Enable Running Totals
Last Process Date 10/01/2009 |
Auto End Day
Save ] [ Cancel ]

Click on “Save”.

DAILY HOURS

Instead of just one time category, up to 11 time categories are displayed in the “Browse
Daily Hours” window.

The “Day” column shows the weekday name (which can be renamed in the “Global
Translations” menu option) or the leave type description or the public holiday description.

The “Expected” column will display the schedule information for the day. For example:
“l- 8:00 0-16:00 L- 0:30” translates into: “I- 8:00” is the shift start time; “0-16:00" is the
shift end time; and “L- 0:30” is the unpaid break time.
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Next to the window heading the system display the number of records in the processing

qgueue. Hours will automatically be reprocessed if:

1. Clocking changes are made.
2. Approved leave records are added.

From Date: 02/11/2008 (... To Date: 03/11/2008 [ | Apply
Browse Daily Hours
vDate No Surname Name Day Clockings Extra Normal Overtime Saturday Sunday Holiday Paid Sick Variance Lunch Running Total

w <+ 03/11/2008 9970 Supenisor Demo Monday 0:00 0:00 0:00 0:00 0:00 000 000 0:00 000 0:00 0:00
@ « 03/11/2008 1035 Benford Chris Monday |- 8:45 0-18:15 0:00 9:30 0:00 0:00 0:00 000 000 0:00 930 0:00 62545
& & 03112008 1032 Fleming Susanne Monday |-8:00 0-16:00 0:00 8:00 0:00 0:00 0:00 0:00 000 00 0:00 0:00 702:30
& 031112008 1031 Henry Ryan Monday |- 8:00 0-16:30 0:00 830 0:00 0:00 0:00 000 000 0:00 830 0:00 0:00
® 4 03/11/2008 1030 De Jager Eliza Monday |- 9:150-17.20 000 715 0:20 0.00 0.00 000 000 000 000 100 62545
& @ 03/11/2008 1028 De Jager Robert  Monday 0:00 0:00 0:00 0:00 0:00 000 000 0:00 -8:00 0:00 959:00
%  03/11/2008 1023 Cameron Greg Monday |- 8:30 0-18:15 0:00 945 0:00 0:00 0:00 000 000 0:00 945 0:00 -22:30
& 031112008 1023 Cameron Greg Monday |- 8:30 0-18:15 0:00 8.00 0:45 0.00 0.00 0:00 000 000 045 1.00 70130
& & 03/11/2008 1010 Cameron Sean Monday |- 8:00 0-11:00 -112:45 0-18:15 0:00 8:30 0:00 0:00 0:00 000 000 0:00 830 0:00 0:00
@ < 03/11/2008 1007 Gibbs Tracy Monday |- 8:00 0-12:45 000 4.45 0.00 0.00 0.00 0:00 000 000 445 0:00 0.00
& & 03112008 1004 Thomson  Geoff Monday |- 7:450-16:45 0:00 a:00 0:00 0:00 0:00 0:00 000 000 900 0:00 0:00
@ & 031112008 1002 Johnson Bruce Monday |- 8:15 0-18:00 0:00 945 0:00 0:00 0:00 000 000 0:00 945 0:00 807:00

Records shown 1 - 12 of 12

A record that is pending for processing is indicated by 'E'i

“ indicates that the employee was absent i.e. the employee were scheduled to work, but

there were no clockings for the day.
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UPDATING DAILY HOURS

You now have the option to change or remove a daily hours record.

Update Daily Hours

Re-Process?
Employee:

Date:

Day Name:
Original Hours Override Override Hours

Extra (]} 0:00
Normal 0:00
Overtime 0:00
Saturday L} 0:00
Sunday 0:00
Holiday I} 0:00
Paid I} 0:00
Sick 0:00
Variance B 0:00
Lunch 0:00
Running Total 0:00

Absent?

Comment:

Save ‘ Cancel

e Re-Process: This option will queue the day’s record for processing.

e Employee: Displays the employee name. This field cannot be edited.

e Date: Displays the date of the daily hours record. This field cannot be edited.

e Day Name: Displays the weekday name: This field cannot be edited.

e Overriding hours: You can override any of the processed hours by ticking the
Override box and entering the new value in the Override Hours field for the relevant
time category.

To reset the Running Total, tick the Override box and enter the override hours value.

e Absent?: The absenteeism indicator (yellow dot). It will be ticked if the employee
had no clockings for a day he/she was scheduled to work on. Untick the box to
remove the absenteeism indicator in the browse windows.

e Comment: You can enter a reason for overriding the processed hours.
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Click on “Save” to save your changes or “Cancel” to discard them. An overridden hours
record will be indicated with an purple circle ® in the “Browse Daily Hours” window.

PAYROLL HOURS
In this window, the date selection is important.

Since the clock does not “know” what your pay period is it will add all the daily hours
together within the selected period.

Therefore, if you select a date from Monday to Sunday, the total hours will be generated up
until the Sunday. If you select dates from Monday to Friday, the total hours will be
generated up until the Friday. That also means, that if people worked on the weekend, and
these hours need to be included in your payroll hours, they will not be taken into account in
a selection from Monday to Friday only.

From Date: 03/11/2008 JTD Date: 09/11/2008 J Apply

Browse Payroll Hours

Date Ne Surname Name Extra Normal Overtime Saturday Sunday Holiday Paid Sick Variance Running Total
09/11/2008 9970 Supervisor Demo 0:00 0:00 0:00 0:00 0:00 000  0:00  0:00 0:00 0:00
09/11/2008 1035 Benford Chris 0:00 45:00 0:00 0:00 0:00 0:00  0:00 0:00 45:00 590:30
09/11/2008 1032 Fleming Susanne 0:00 32:00 815 0:00 0:00 0:00 0:00  0:00 8:15 710045
09/11/2008 1031 Henry Ryan 0:00 3815 0:00 0:00 0:00 0:00 0:00  0:00 3815 0:00
09/11/2008 1030 De Jager Eliza 0:00 13:00 0:30 0:00 0:00 000 0:00 000 -26:15 599:30
09/11/2008 1028 De Jager Robert 0:00 0:00 0:00 0:00 0:00 000 0:00 000 -40:00 927.00
09/11/2008 1023 Cameron Greg 0:00 3515 0:45 0:00 0:00 000  0:00  0:00 -3:30 G066:15
09/11/2008 1010 Cameron Sean 0:00 36:00 0:00 0:00 0:00 000 0:00  0:00 36:00 0:00
09/11/2008 1007 Gibbs Tracy 0:00 12:45 0:00 0:00 0:00 000 0:00  0:00 12:45 0:00
09/11/2008 1004 Thomson Geoff 0:00 34:15 0:00 0:00 0:00 0:00  0:00 0:00 34:15 0:00
09i11/2008 1002 Johnson Bruce 0:00 29:15 0:00 0:00 0:00 0:00  0:00 0:00 29:15 80700

»jSend To

Records shown 1 - 11 of 11

Click on the “Send To” button the export the selected period’s payroll hours.
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