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InfoTime

How to Install InfoTime

Extract all the files in Setup.zip to a folder on your PC. Once the extraction has finished,
browse to the location of the files and run the application Install.exe (this must be run as an
administrator).

The installation splash screen will load (Fig 1).

C\WINDOWS\SYSTEM32\cmd.exe

Infolime

Extracting File: ~ x86\setup\sql_engine_core_shared_msi'pfiles\:
To Directory: c:\42207ccacc464a6a508e80

Fig 1

The installation routine will begin by making sure that all installation requirements for
InfoTime are already installed on your computer. These are MS SQL, Microsoft Dot Net
Framework 4 and Windows IIS Web Server. If these are not installed on the computer then
they will be installed automatically by the setup routine and configured for use with InfoTime
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InfoTime

Once this is completed the installation routine for the user interface will start. Click Next on
the first screen (Fig 2).

Welcome to the InfoTime Setup WizaI

nfolime

The installer will quide you through the steps required ta install InfoTime on your computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

; Cancel | < Back

Fig 2

The next screen will ask for details of the Virtual Folder to install InfoTime in along with the
application pool to use (Fig 3).

e The Virtual Folder will set the address used to access the software via the web browser
after installation has finish. It is suggested you set this to InfoTime.

e The Application Pool can be selected from the dropdown list. The name will depend on
the version of Windows and Dot Net Framework installed on your PC, on Windows 8 this
will be “.Net V4.5 Classic”. On earlier versions of Windows it could be “.Net V4.5 Classic”
or “ASP.NET V4.0 Classic”. It should always be set to use the Classic style of .Net 4.

Select Installation Address

Infolime

The installer will install InfoTime to the following web location.

To install to this web location, click "Next". To install to a different web location, enter it below.

Site:
Default Web Site v | DiskCost.

Virtual directory:

llnfoTime

Application Pool:

DefaultdppPool

DefaultbppPool
Classic NET &ppPool
.NET v2.0 Classic
NET v2.0

P

Fig 3

Once you have set these details, click Next to proceed. Then accept the licence details and
click Next.
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You will then be asked to confirm you wish to install InfoTime, click Next again. The next
screen will ask for connection details for your SQL Server. The default values for the SQL
server as installed earlier in this setup routine are:

Database Server: localhost\infotime
Database Name: InfoTime
Username: sa

Password ClockingSystems123

Please enter these details in the corresponding boxes (Fig 4)

InfoTime Database Information

Infolime

Please insert Database information here.

* Database Server:

|loca|hosl\infotime

* Database Name:

|InfoTime

* Username:

lsa

* Password:
|ClockingSy3tems1 23

j Cancel l \ < Back ‘ [ - Next >

Fig 4

Once the details are entered, click Next. On the next screen the system will ask for local
domain user details (Fig 5), these only need to be entered if the SQL in use is not using a SQL
username. If the default instance of SQL is being used then these details do not need to be
entered.

Imporsnate Information {Optional)

Infolime

Please enter Impersonate information

Domain Name :

l

User Name :

Password :

Cancel ‘ < Back ‘ [ Next >

Fig5
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When the Next button is clicked the installation routine will proceed to install the web
interface. Once the installation has finished a second installation routine will load. This second
installation installs the Windows Service which runs in the background on your system to
collect clockings from the terminal and calculate the employee hours (Fig 6). Click Next

Welcome to the InfoTime Window Seryi
Wizard Iﬁ?&pri me

The installer will guide you through the steps required to install InfoTime Window Service on your
computer.

WARNING: This computer program is protected by copyright law and intemational treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

[Coawel || <pax

Fig 6

On the next screen the system will ask for details of where to install the files for the
Windows Service. It is suggested you leave this as the defaults as shown in Fig 7. Click Next
to proceed.

Select Installation Folder

Infolime

The installer will install InfaTime Window Service to the following folder.

To installin this folder, click "Next". To install to a different folder, enter it below or click "Browse'.

Folder:

lE:\Program Files\InfaTimebnfoTime Window Servicel L Browse...
| DiskCost.

Install InfoTime Window Service for yourself, or for anyone who uses this computer:

() Everyone
@ Just me

| Cancel

Fig 7
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The next screen will load the Licence Agreement (Fig 8), accept this and click Next.

License Agreement

Infolime

Please take a moment to read the license agreement now. If you accept the terms below, click "'l
Agree”, then "Next". Otherwise click "Cancel".

(1 DoNot Agree

Terms and Conditions

In using this website you are deemed to have read and agreed to
the following terms and conditions:

@ | Agree

i Cancel

Fig 8

The system will then ask for confirmation that you wish to install the service. Click Next and
another screen will load which asks for connection details to the SQL server to be used.

These must be the same as the ones used during the installation of the web interface. The

defaults are:

Database Server: localhost\infotime
Database Name: InfoTime
Username: sa

Password ClockingSystems123

Enter these details in the relevant boxes and click Next (Fig 9).

InfoTime Database Information

Infolime

Please insert Database information here.

* Database Server.

llocalhosl\infolime

* Database Name:

|InfoTirne

* Username:

|sa

* Password:

lCIockingSystems1 23

i Cancel [ < Back l | Next >

Fig 9
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Once the Next button is clicked the installation will proceed. Once it has finished, click Close.
This completes the installation of the system. To access the software, open a web browser,
in the address bar enter http://localhost/[VirtualDirectory] where the virtual directory is
replaced by the value you entered in the Virtual Directory box during the first part of the
installation. For instance if you used InfoTime as the Virtual Directory name the address would
be http://localhost/InfoTime.
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How to Register InfoTime

Before you can use the system you must register the software. You should have received a
registration code along with the details of where to get the installation routine, if you haven't
please contact your retailer.

When you access the page http://localhost/[VirtualDirectory] for the first time there will be a
short delay while the software initialises the database for the first run, please wait until this is
finished (it may take a number of minutes). Once it has finished you will be presented with
the registration screen (Fig 1).

Registration

To register you need Key 1 and Key2.

If you have already Key 1 which you have got while with tool then fill the
and click on the button ‘Get Key2' to for registration.

Fill up Company Name, E-mail, Key 1 and Key 2 then click on button ‘Register’ to register with Managment
Tool

*Company Name

*E-Mail
*Key1

*Key2

Proxy Settings : [7]1 am behind the proxy

Fig 1

Enter your registration details in the relevant box (Fig 2)

Registration

To register you need Key 1 and Key2.

If you have already Key 1 which you have got while with tool then fill the
and click on the button ‘Get Key2' to for registration

Fill up Company Name, E-mail, Key 1 and Key 2 then click on button ‘Register’ to register with Managment
Tool

*Company Name : J Smith & Son
*E-Mail : john@jsmith.com

“Key1 1A039xp/gXmVQBQsq+wU/gODEXS6q)VPXZQAUdevqD

sBaYSVzYBIkKNKT TObFsUqd+Ce3nBf3V07CvqyseOo
JBNTNjO40sNCAQb4qJ2saOHJz7gPxLVNg1/OE97W5dr
Xk3CNe4R6DDKrix8jyVOHHg==

*Key2

Proxy Settings - []1 am behind the proxy

Fig 2

Once you have entered these details click Get Key2. The software will check with the
registration server to make sure your registration is valid. When a response is received, the
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second part of the registration key will be entered into the box marked Key2 and the button
will change to Register (Fig 3). Click the Register button.

Registration

To register you need Key 1 and Key2.

If you have already Key 1 which you have got while registering with Management tool then fill the information
and click on the button 'Get Key2' to for registration.

Fill up Company Name, E-mail, Key 1 and Key 2 then click on button 'Register to register with Managment
Tool.

*Company Name : J Smith & Son

*E-Mail - john@jsmith.com
*Key1: ' 1A030xp/gXmVQBQsq+WUIGODEXS6QVPXZQAUdevaD
SBaYSVzYBOKKNKTTObFsUqd+Ce3nB3V07CvayseOo
JBNNjO40SNCAQD4GJ25a0HJZ7gPXLvNg1/OESTW5dr
XK3CNe4RGDDKrix3jyVOHHg==

“Key2: | \aMJIJGENOEIBYSdK72ljeSGZOMMIAY 1gTXKFW1hhis

SrEYXLV3ZZtRpSnnuLiRx7Bpx3H0+87WbpcGf36oNe A
uoWRVTNS7NIRjguU9+88SEKgJAA2kFeRocLQ2ImzW
k8vISLW/1vhbJkk7kpfvzHql4iLinGbHQGQ3PNOeHkhiwr
dHCXler9mX822itm4MD8pwcS50ipXGsLf+RQoF6Vige
W/+9clAGIOR3Ju2IW1KU81sD57rv+D8mOTYKVKhEXY
C3Te10QoYnjyRBbxhiQhYR6vW7em37JUzQjwoZ2urdv
20YI7nKRIrKAMAuniIc 2R A+nclak Fa+ ARVVIIG ISmninui

Proxy Settings : [7]| am behind the proxy

Fig 3

Once the registration is complete the Login page for InfoTime will load (Fig 4). You can then
use the initial login details provided with your registration details to log into the software.

@ Infolime

Usermname:

Password:

LOGIN Forgot Password?

Copyright © Clocking Sys

Fig 4
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After your first login it is suggested that you change your password to one of your own. To
change your password click on Account at the top right hand side of the page (Fig 5).

~ Welcome,andy
Infolime @ [Brccom] togon

Dashboard Configuration Employee Leave Timesheet Reports
Who's n o
Department: | All Department
Working Rules: | Weekly [v] gparmen kil [v]

Fig 5

Your account details will load, in the box marked Password enter your new password. Then
confirm this in the Confirm Password box. Once you have entered your new password click
Save (Fig 6).

~ Welcome,andy
I ﬁ TI E ‘ My Account | Logout

Dashboard Configuration Employee Leave Timesheet Reports

My Account

User

*FirstName: fndy
*LastName: Davenport
*Username: | andy
*Password:  eees
*Confirm Password:  eses

*Email: | angy@timepg.com

Save

Fig 6
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Setting up a Clocking Terminal

You only need to setup a terminal if you are collecting data via TCP/IP. If you will be collecting
your information by USB datastick then this section can be ignored.

Once you have logged into the software go to Configuration — System Settings (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

License Details

System Settings

Classifications : Department: | All Department
orking rule found ~ [v]

Categories
+ working ruic @ No Record Found

Working Rules

Absence Codes E]

Users E

User Menu Rights

Import Clocking Data
Number of Unauthorised timesheets . 0

Fig 1

From the System Settings screen click on the Device Configuration tab (Fig 2)

@ Infolime e -

Dashboard Configuration Employee Leave Timesheet Reports

System Settings

Filter Criteria

Terminal Type : | All Clocking Device E] [V]1s Active
Add New

Device Configuration List

@ No Record Found

Fig 2

This will show a list of the devices that are currently set up in your database. Click the Add
New button.

Page |11



Infolime

A blank entry will then be created allowing you to enter the details for the new terminal. Under
the Terminal Type click the dropdown menu to select the correct device (Fig 3)

System Settings

| General | Warnings | Device Configuration

Filter Criteria

Terminal Type : | All Clocking Device v| [¥]ls Active Search m

Device Conﬁguraﬁon List

Port

Terminal Type Terminal Name Device ID IP Address Status
Number

Hanvon Face Scanner |v Active =]

Select Device

Anviz Fingerprint Terminal
Anviz Proximity Card
Handreader

Hanvon Face Scanner

Fig 3

In the Terminal Name box enter a name for this device, this name is one of your choice which
will allow you to see at which terminal a clocking was made when viewing original clockings.

The value to be entered in the Device ID box will depend on the type of terminal you are
connecting. With a Handreader and a Face Scanner the device ID can be any number i.e.
device A is Device ID 1, device B is Device ID 2. With the Fingerprint Terminal and the Proxy
Card the Device ID should match the Device ID of your terminal.

Enter the IP Address of the device in the IP Address box, if you are unsure of the IP Address
this can be checked in the device menus.

The Port Number box is only available with the Face Scanner, by default this should be set to
9922,

Once you have entered the details click the floppy disk icon shown at the right hand side of
Fig 3 to save this entry.

After the terminal is added to the system the software will automatically check for new
clockings on the terminal every minute. New clockings will be downloaded and added to the
database without user interaction.
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Collecting Data Via USB

When collecting clocking data by USB datastick there is no need to add a terminal to the
software. The first step is to follow the instructions for downloading the information from the
terminal on to a USB datastick. Once you have completed this, plug the USB stick into the
computer.

Then from the top menu of InfoTime go to Configuration — Import Clocking Data (Fig 1)

~ Nel

@ Infolime -

Dashboard Configuration Employee Leave Timesheet

Reports
License Details
System Settings

Classifications = ] Department: | All Department [v]

Categories
- 2014 - 06 Apr[g] @ No Record Found
Working Rules

Absence Codes E]

Users E

User Menu Rights

Import Clocking Data
Number of Unauthorised timesheets :

Quick Add

Fig 1

The Import Clocking Data screen will load. (Fig 2)

Import Clocking Data

Upload Clocking Data File ~ .
Select Fields To Import Upload Clocking Data File
Complete Import

Select filetype and upload datafile. Datafile should be in proper format. You can download or view sample d3
sample data by click on 'Download Sample File' link

*Select Device: = Select Device [v]
*SelectFile Type : | Select FileType E
Select Delimeter:  Select Delimeter

*SelectFile : No file selected.

[VIFirst line in excel file is header

Fig 2

You must complete each section marked with a * to proceed with the import.
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First click the drop down menu for Select Device Type. From the list of possible device types
select the correct type for your clocking terminal.

Once you have entered the Device Type click on the box marked Select File Type. For either
the Fingerprint Terminal or the Proxy Card the File Type should be USB File (*.KQ, *.NKQ).
For the Face Scanner the File Type should be Fixed Format File (*.txt).

The Select Delimeter field should not be selectable.

Once you have set the Device and File Type click Browse. A screen will load which you can
use to locate the file you wish to import. Browse to the location on your USB stick where the

file has been created (Fig 3).

1 Bl Desktop »

Organise ¥

¢ Favourites

Bl Desktop

New folder

A AEg=
& Libraries

& Downloads

23 Dropbox
2] Recent places

1% This PC

Cherise

i Desktop

| Documents
& Downloads

W Music
= Pictures
H Videos
. Local Di

andy mileagexls
Microsoft Excel 97-2003 Worksheet
353 KB

CDB.exe - Shortcut
Shortcut
995 bytes

sk (C) VY contact_us.html

Search Desktop

File name: l

v| |AlFiles ()

Fig 3

[ open

Once you have selected the file to upload click Open. A new screen will load asking you to
select the fields to import (Fig 4)

Upload Clocking Data File
Select Fields To Import
Complete Import

Import Clocking Data

Select Fields To Import

Below list displays required field list, kindly select file field to bind its value from uploaded file and click on Im)|
By clicking on 'Import' button, it will import data to database only if all records are valid, and will display imp

summary.
Name
Card Number Select Field E &
Clocking Time Select Field E b
Clocking Terminal Id Select Field E

Fig 4
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Click the drop down field for Card Number and select ID from the list.

Click the drop down field for Clocking Time and select time from the list.

Click the drop down field for Clocking Terminal ID and select dev_id from the list.
Once you have set these fields click Import.

After the Import has finished an import report will be shown (Fig 5)

Import Clocking Data

Upload Clocking Data File

Select Fields To Import Complete Import
Complete Import

Import file statistics is as below.

Number of records in uploaded file : 3
Number of valid records : 0
Number of invalid records : 3

Invalid Record List

Row Index Error Message

1 Invalid Employee Id and Clocking number.
2 Invalid Employee Id and Clocking number.

3 Invalid Employee Id and Clocking number.

Import New

Fig 5

The report shows the number of clocking records in the file, the number of valid records that
have been imported into the system and the number of invalid records that the import has
rejected. It will then list which records have been rejected along with the reason.
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Categories

Categories are the different time rates that your employee might get paid at. For example if
your employees get overtime after a set number of hours then you have two Categories, one
for normal time and one for overtime. You need to setup a Category for each different rate
your employees can be paid. You can then setup Working Rules that control when an
employee is paid at a particular Category. To setup your Categories, log into InfoTime then
on the top menu bar select Configuration — Categories (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

License Details

System Settings

Classifications I E Department:  All Department [v]
a

Categories
oz 2014 - 30 Maz[g] @ No Record Found

Absence Codes E

Users E]

User Menu Rights

Working Rules

Import Clocking Data
Number of Unauthorised ti

Quick Add

Fig 1

The Manage Category screen will load. This screen will list all the Categories currently setup
in your system (Fig 2)

Manage Category

Filter Criteria

Category Code: Category Name: m

Category List

Category Code Category Name Description Edit Delete
General General General Category D{ x
Displaying items 1to 1 of 1 Page Size 10 [v]
Copyright © Clocking Systems 2012 - Al
Fig 2
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From this screen click Add New. A new entry will be added to the Category list where you can
enter the details of the new Time Category (Fig 3).

Manage Category

Filter Criteria

Category Code: Category Name: m

Add New
Category List

Category Code Category Name Description Edit Delete
| |9
General General General Category [ x

Displaying items 11to 1 of 1 Page Size 10 m

Copyright © Clocking Systems 2012 - Al

Fig 3

Category Code is a short name for this time category, it can be any alphanumeric value of
your choice.

Category Name is the actual name for this category, again this can be any alphanumeric value,

Description is an optional field where you can describe when this Category might be used for
reference purposes.

Once you have entered the details click the floppy disk icon in the Edit box of that row to save
the new Category.
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Working Rules

To be able to use InfoTime to calculate the hours worked by your employee you need to setup
a Working Rule. Each Working Rule is a collection of settings that can be applied to an
employee which govern things should as how the clocking times are rounded, when a break
should be deducted and when an employee would be working at any overtime rates.

To create a new Working Rule from the menu bar at the top go to Configuration — Working
Rules (Fig 1)

@ Infolime

Dashboard 'Cbhﬁgurat'ion Employee Leave Timesheet Reports

License Details
System Settings

Classifications ® E] Department: All Department E]

Categories
x 2014 - 09 Max[y] @ No Record Found

Absence Codes [z]

Users E]

Working Rules

User Menu Rights

Import Clocking Data
Number of Unauthorised timesheets :

Fig 1

The Manage Working Rules screen will load, showing a list of all the Working Rules currently
setup in your system. To add a new one click the Add New button (Fig 2).

Payroll Period | Rounding Zones Day Starts Breaks Overtime
Payroll Period
*Working Rule Name:
*Payroll Period Type: = Select Type E]
*Start Date: @
*Normal Time Category: = Select Category E]
Comment:
Fig 2

Page |18



infolime

In the Working Rule Name box you can enter any name that will make it easy for you to
identify this Working Rule when applying it to an employee i.e. Normal, Standard, 40 Hours
Per Week, etc.

The Payroll Period Type controls how often this Working Rule will create payroll totals. It also
governs the date range over which a Period Overtime rule is applied, for example if the
employee had a period overtime of 40 hours a week at normal time before they get over time
the Payroll Period Type would be set to Weekly. The options are Weekly, Bi Weekly, Four
Weekly and Monthly. These can be selected from the dropdown menu.

The Start Date should be set to match the start of your Payroll Period. For instance, if you are
on a Weekly Payroll Period that runs Monday to Sunday the Start Date should be set to a
Monday. If you are on a Monthly Payroll Period that runs from the 25" of every month then
the Start Date should be set to the 25" of the Month. You can click on the calendar icon to
select the Start Date

The Normal Time Category should be set to the category you've setup to be your normal time
category.

Once you have set these values click Next.

On the next page you can set the rounding that is applied to in and out clockings throughout
the day (Fig 3)

Ll Rounding Zones | Day Starts Breaks Overtime
Before Shift
Rounding to apply to IN Clocking - v Grace Minutes: 0 v
Rounding to apply to OUT Clocking: | 0 v Grace Minutes: | 0 v
Round Forward
Round Forward Zone: | 0 v
During Shift
Rounding to apply to IN Clocking: | 0 v Grace Minutes: | 0 v
Rounding to apply to OUT Clocking: | 0 v Grace Minutes: | 0 v
nd Back
Round Back Zone: | 0 v
After Shift
Rounding to apply to IN Clocking 0 v Grace Minutes 0 v
Rounding to apply to OUT Clocking 0 v Grace Minutes 0 v
[Juse After Shift Zone rounding for unscheduled day

Fig 3
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The day is split up into a number of Rounding Zones. Each zone allows you to apply different
roundings to the employee’s clockings depending on when the employee clocks.

The Before Shift Rounding Zone sets the roundings applied when the employee clocks in or
out before their scheduled start time.

The During Shift Rounding Zone sets the roundings applied when an employee clocking in or
out between their scheduled start and finish time.

The After Shift Rounding Zone sets the roundings applied when an employee clocks in or out
after their scheduled finished time.

In each of these zones you can set a Rounding and Grace time for In and Out clockings. This
allows you to specify if you want to round clocking times to an increment of your choice as
well how long before the clocking is rounded up rather than down. For example if employees
were allowed to clock in up to two minutes late and still get paid from their start time but
anything after two minutes is rounded to the next quarter you would set the Rounding on in
clockings to 15 and the Grace to 2.

The Round Forward and Round Back Zones work slightly different. The Round Forward zone
deals with what happens if the employee clocks in just before their Scheduled Start Time. If
the Round Forward Zone is set to 30 and the employee is supposed to start at 9am, if the
employee clocks in between 8:30 and 9:00 the clocking will be rounded straight to 9. This is
to allow for employees who turn up early, clock in but then don't start work until their
Scheduled Start Time.

The Round Back Zone is a similar idea except it relates to when an employee clocks out after
their finish time. If this is set to 15 and the employee is supposed to finish at 15:00, if the
employee clocks out between 15:00 and 15:15 they will only get paid to 15:00. There is no
Grace setting on the Round Forward and Round Back Zone.

Once you have set your Rounding Zones, click Next.

On the next screen you can set the start point of the day (Fig 4).

Day Starts

Day Start Hours

*Employee can clockin: 02:00 early

Employee is late after 0

v

[V First Clocking of day marked as
'Late IN' if grace period is exceeded (not Rest Days)

Employee is early out before: | 0 v

[¥lLast Clocking of day marked as
'Early OUT' if grace period is exceeded (not Rest Days)

| Previous | Next |

Fig 4
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Normally a day would be classed as starting and finishing at midnight, however as employees
might work past midnight we define a start and finish time for the day based on the employee’s
scheduled start time. This can be any value, but it's advised to make it a minimum of 2 hours.

Underneath are settings for when the system should generate warnings regarding late arrivals
and early departures. The box marked “Employee is late after” specifies how many minutes
late the employee can turn up before the system generates a warning saying he has clocked
in late. The tick box below must also be ticked for this warning to be generated.

Similarly there is a setting for "Employee is early out before” this governs the number of
minutes the employee is allowed to clock out early without a warning being generated saying
they have left early. As with the previous setting the tick box also needs to be selected for the

warning to be generated.
Once you have set these options, click Next.

The next section will deal with any breaks that the employee might be entitled to (Fig 5).

| Payroll Period | Rounding Zones | Day Starts [JIEEIEl Overtime |

' Add New |

Break Name No Of Breaks Break After No of Hours Edit Delete

Lunch 1 06:00 2 x

ail: tna@timepg.com | Website: htp:/iwwwtimepg.com

Fig5
There are two ways breaks can be setup, they can either be deducted based on the total
number of hours worked by an employee, or they can be deducted at a scheduled time.

Multiple break rules can be applied to the employee, which one the system uses when
processing the hours for a given day will be determined by the length of time that the
employee works on that day. However the breaks must all be either scheduled or deducted
after a set number or hours have been worked, they cannot be a mixture.

To add a new rule click Add New. The Manage Breaks screen will load allowing you to enter
the settings for this break (Fig 6).
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e

Manage Breaks

Breaks
*Break Name: ||

Is Scheduled:

No of Breaks: 0 5
After No of hours:
Rounding to apply: 0 &

Grace Minutes: = 0

® No Record Found

Select days to apply break
Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Fig 6

The Break Name is a compulsory field but can be any name of your choosing. In the number
of breaks enter the number of breaks the employee is entitled to. If the Is Scheduled options
is unticked, then in the box marked After No of Hours enter the number of hours after which
this break should be deducted.

The Rounding to apply and Grace Minutes settings control what the system will do if the
employee takes too long on their break. If set as shown in Fig 24 if the employee takes more
than 3 minutes extra on their break they would be deducted an extra 15 minutes.

Once you have set the number of breaks you will be given the option to specify the Break
Duration for each break and also whether the break is paid or not.

When a break is set as unpaid, if the employee clocks the break and takes less than the
number of minutes specified in the Break Duration box then the system will round the value
up to the number of minutes specified in the Break Duration box. If the employee takes more
than the number of minutes specified in the Break Duration box then the system will round
the total length of the break based on the rounding rules specified and deduct that value from
the employee’s hours for the day. If the employee does not clock the break then the system
will deduct the full length of the break.

When a break is set as paid, if the employee clocks the break and takes less than the number
of minutes specified in the Break Duration box then nothing is deducted from their hours for
the day. If the employee takes longer than the time specified in the Break Duration box then
the length of the break is rounded in accordance with the specified rounding rules and the
anything over the Break Duration is deducted from the employee’s hours. If the employee
does not clock then nothing is deducted.
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If the employee does not work more than the number of hours specified in the box After No
of hours then the break rule will not be applied and any clockings made by the employee will
be rounded in accordance with the Rounding Zones set up earlier. If the employee gets more
break the longer he works then multiple break rules can be setup i.e. if the employee works
6 hours he is entitled to a 30 minute break, if he works more than 12 hours he is entitled to
a 45 minute break a rule will need to be set up for each option and then system will apply the
correct rule based on the length of time worked.

If the Scheduled Break option is ticked, then the options for No of Breaks and After Number
of Hours will be disabled and you will only be able to enter the Rounding Rules, break start
and finish times will then be entered on the Schedule Planner when assigning a pattern to the
employee. Regardless of which option is ticked at the bottom there is an option to select which
days this break rule applies to.

Once you have set these options click Submit to save the break rule.
If you have entered all your break rules click Next to proceed.

The final screen on the Working Rules is the Overtime Options (Fig 7)

Payroll Period | Rounding Zones | Day Starts | Breaks | Overtime

Add New

Overtime Options
Overtime Option Name Overtime Option Overtime Calculation Type
40 hours Targets of Hours for Pay Period  Payroll Period

D

3il: tna@timepg.com | Website: hitp://iwww.timepg.com

Fig 7

If all hours working on this working rule are paid at normal time then you do not need to
enter any over time settings and can simply click Finish.

If your employee do get paid overtime depending on certain conditions then the rules can be
setup from here. To add an Overtime Option click Add New, the Manage Overtime Options
screen will load (Fig 8).
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—

Manage Overtime Options

*Qvertime Option Name
*QOvertime Calculation Type Select Overtime Calculation Typ|v
*Overtime Option Select Overtime Option v

Fig 8

The Overtime Option Name is a name of your choosing. Enter value that gives a description
of the rule i.e. if the rule gives overtime after the employee has worked 40 hours at normal
time in the pay period you could call it 40Hr Rule.

You are then asked for the Overtime Calculation Type. There are two options, Daily or Payroll

Period. Daily would be for where employees can earn overtime after they have worked a set

number of hours in a day. Payroll Period would be where overtime is only earned after an
employee has reached a set number of hours for the whole of the Payroll Period.

After Selecting the Overtime Calculation Type you must then select the Overtime Option. The

list of options depends on the Overtime Calculation Type picked.

Calculation Type Daily:

Overtime Options:

Description

Target of Hours Per Day

With this option an hours target for normal time is specified
in the Working Rule. Once the employee works over this
number of hours on a daily basis they are considered to be
on overtime. You can specify the category to which hours
over the target are sent. You can also specify a target on
this overtime category should the employees get paid at
an even higher rate later i.e. 8 hours at normal time, 2
hours at OT 1 and then everything else at OT 2. Every day
has the same target with this rule

Pay a Day at a Set Rate

When this method is chosen you will be shown a table with
each day of the week and you can select the category for
that day. All hours worked on that day will be paid at the
chosen category.

Daily overtime targets for each
daily schedule

This method is similar to Target of Hours Per Day, except
that the overtime target can be different on each day.
When it is selected you will be asked to enter a target for
the day when applying a Start and Finish time to an
employee in the Schedule Planner screen. You will enter
any additional overtime targets here.

Daily overtime targets set by
expected hours

As above except no target is entered when setting the Start
and Finish times. Instead the system works out the hours
the employee is expected to work on that day and uses this
as the normal time target.

Calculation Type:

Overtime Options

Description
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Target of hours for Pay Period

This method is similar to the Daily method “Target of Hours
Per Day” except this time the target entered is for the total
number of hours at normal time over the length of the
payroll period

Period overtime target set by
expected hours

As with the Daily method “Daily overtime targets set by
expected hours” the system will calculate the total number
of hours the employee is scheduled to work over the Payroll
Period and then use this as the target for normal time.

Once you have setup your Overtime Rule click Submit to save it.

You can now click Finished to save your Working Rule.
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Classifications

The Classifications in InfoTime allow you to filter screens and reports to only show information
relation to specific groups of employees i.e. see the total payroll hours for all employees in
one particular department.

To setup your Classifications, login to InfoTime and from the top menu bar select
Configuration — Classifications (Fig 1).

A e

@ Infolime - -

Dashboard Configuration Employee Leave Timesheet

Reports

License Details

Summary  system Settings

All Department

Classifications Department:
al [v] i

Categories
x 2014 - 30 vaz[y] @ No Record Found
Working Rules

Absence Codes E]

Users E

User Menu Rights

Import Clocking Data
Number of Unauthorised ti

Quick Add

Fig 1

The Classifications section of the system will then load (Fig 2).

n Ne

@ Infolime - -

Dashboard Configuration Employee Leave Timesheet Reports

Manage Company

Filter Criteria

Company Code: Company Name:

Add New
Company List

@ No Record Found

Fig 2
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There are four different types of Classification in InfoTime (Company, Branch, Department,
Designation and Grade), you can choose to use as many or as few of them as you wish. Three
of the Classifications are related to each other. Designation is a sub Classification of

Department and Department is a sub Classification of Company, this means you can setup
departments that are only used in one section of your business.

Select the Classification you wish to add from the tabs at the top and click Add New. If you
are adding a new Company you will be presented with the screen in Fig 3.

Manage Company

*Company Code *Company Name

Comments

Departments

Select All | None

Fig 3

In the Company Code box you can enter an alphanumeric code for this company i.e.C01. The
Company Name box should be the name of the company as you want it to appear in the
software. The Comments box is an optional field for your own notes.

If you have created any Departments then they will be listed in the Departments box, you can
then select which Departments it is possible to assign employees to in this company.

Once you have entered these details, click Save.

Page |27



Infolime

Absence Codes

Absence Codes are all the different reasons why your employee’s might not be attending work
on a given day i.e. annual leave, sickness, etc. You must define these codes before you can
book time off for your employee’s against them.

To create an Absence Code, on the top menu go to Configuration — Absence Codes (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

License Details

System Settings

Classifications = ] Department: | All Department [v]

Categories
- 2014 - 06 Apr[g] @ No Record Found

Absence Codes E]

Users E

Working Rules

Bl User Menu Rights

Import Clocking Data
Number of Unauthorised timesheets :

Quick Add

Fig 1

A screen will load showing all the Absence Codes currently setup in your system. It will also
show the Anomaly Codes for things such as Late Arrival and Early Departure (Fig 2).

Manage Absence Codes

Filter Criteria

Absence Code : || Category: | All Category [v]

Add New

Absence Code List

Absence Code Category Absence Booking Option Reduce Unit Upay  Edit  Delete
Calculate Hours From Daily .
ABS General Settings No Reduction [ ] (2
EARLY General Calculate Hours From Dally |, peyction m P} x
Settings
Calculate Hours From Daily . D .
EXCD General Setings No Reduction [ ] (2 x
FORG General Calculate Hours From Dally |, peyction ] P} x
Settings
Calculate Hours From Daily . .
LATE General Settings No Reduction [ ] (2 x
Displaying items 1to 5 of 5

Fig 2
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Click Add New.

The Manage Absence Code screen will load (Fig 3).

Manage Absence Code

Calculate Hours From Daily Setting| v

*Reduce e eh

setting for this ¢

*Display Colour i D

Fig 3

Reduce Employee Holidays v

All sections marked with a * must be completed.

In the Absence Code box you can enter a short code for this Absence Type to make it easy to
identify when looking at the Employee Timesheet.

Under Category you can set which Category the hours calculated for this Absence Type are
shown against. This could be your Normal time Category or some other Category you have
defined previously.

In the Description box you can enter a full description for this Absence Code.

In Booking Absence Options you can specify how the system calculates the number of hours
an employee receives when they are booked on this Absence Code. There are two options:

e Use Hours For Booking — A box then loads allowing you to enter the number of
hours to give for this Absence Code. This is a fixed value and will be the same for
all employees regardless of their scheduled hours.

e Calculate Hours From Daily Settings — The system will calculated how many hours
the employee earns for this Absence Code based on their expected hours for the
day. It is possible to book half days and full days under this setting as well as
manually enter a number of ours when booking the absence.

In the Reduce employee holiday/sick day setting for this absence code option you can set if
this Absence Code reduces their holiday entitlement, sick entitlement or makes no reductions
at all.

The last option is to select a colour for this Absence Code, this colour will show on the Schedule
Planner screen allowing you to easily distinguish between the different Absences booked when
looking at that screen.

Once you have set this information click Save.
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Email Settings

From version 2.3 of InfoTime onwards there are a number of features that can email
information to end users (for example email a report to a user, email rota’s to your
employees). To make use of this function settings will need to be entered into the software
for connecting to your email server.

To enter the email settings, on the top menu bar go to Configuration — System Settings (Fig

1).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

License Details
System Settings

All Department

Classifications : Department:
orking rule found [

Categories
+ working rale @ No Record Found

Absence Codes peny [v]

Users E

Working Rules

Bl User Menu Rights

Import Clocking Data
Number of Unauthorised timesheets :

Fig 1

From Systems Settings Select the Website Configuration tab (Fig 2).

System Settings

mm oo Website Configuration

Email Settings

*Admin Emai: | |

Use email settings from web config

Email From Name: Email From:

Support Details

*Support Email Address 1:  tna@timepg.com Support Email Address 2:

Support Telephone No: Support Website URL:  www.infotime.co.uk/support

General Settings
*Notification Count: |7 *Site URL:  http://LocalHost/InfoTime/

Enable secure sockets layer

Proxy Settings

Enable proxy settings

Fig 2

Page |30



infolime

The Admin Email is the email address of the main administrator of the software. To enable
the ability to send emails, the box marked User email settings from web config must be ticked.
Once this box in ticked, the boxes for Email From Name and Email From must be completed.
The Email From Name is the name to be displayed when in the mail client that receives the
email. The Email From field is the address the email is sent from.

The Support Details section contains details of the support website and contact details. These
do not need to be changed.

At the bottom under SMTP settings you must enter your SMTP server details and connection
credentials.
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InfoTime Dashboard

The InfoTime Dashboard gives an overview of how the system currently stands. (Fig 1)

Dashboard Configuration Employee Leave Timesheet Reports
ET N 7 £
X ™ Department: | All Department v'}
Working Rules: | Weekly :J —
- - | Employee # Name Date Time
Period: | 30 Jun 2014 - 06 Jul |v|
: 27 Craig Germaine 30/06/2014 | 07:53
Select Employee By: = Company v/
| 3 Dave Dempster 30/06/2014 | 08:13
Company: | All Company 7} 3 Rosie Sharp 30/06/2014 ' 08:19
Number of Clocking Errors - 0 1 Andy Davenport 30/06/2014 | 08:22
13 Chris Kilsby 30/06/2014 | 09:26

Number of Warnings: 0

Number of Unauthorised timesheets : 0

Quick Add
Add Employee Add a Clocking Add a Holiday

Page Size 10 [:

Fig 1

The Dashboard is split down into three sections. Each section deals with different information.
The Summary details with warnings and errors for a payperiod. The Who's In section shows
a list of who is currently clocked in. The Quick Add section gives quick access to a number of
common tasks.

Summary

By default the Summary section will show information regarding this week. The first drop
down menu allows you to filter for which Working Rule you are looking at. Once you have set
the Working Rule you can select the Pay Period you wish to view (By default these will be set
to the first Working Rule in your database and the current Pay Period).

You can then filter for which employees you see using the Select Employees by drop down
menu.

Underneath is a list of the Number of Clocking Errors, Number of Warnings and Number of
Unauthorised timesheets.

Clocking Errors

A Clocking Error is when an employee makes a mistake with their clocking that stops the
system from calculating their hours without input with from the user. The usual cause of this
would be an employee forgetting to clock. If an employee has a clocking error then it will
show when you look at the employee’s timesheet for that period. It will also show in the
Number of Clocking Errors on the Summary section of the Dashboard.
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If the Number of Errors on the Summary section is greater than zero then you can click on
the number to see a list of all the current clocking errors for the selected criteria (Fig 2)

Employee Clocking Error List
Employee List = E
Employee # Name Date Warnings/Errors
1 Andy Davenport 014 | FORG
13 Chris Kilsby 4 | FORG
16 Kevin Metcalf 4 | FORG
21 Mark Voce 4 | FORG
21 Mark Voce 4 | FORG
21 Mark Voce 4 | FORG
21 Mark Voce 4 | FORG
24 Andrew McMillan 4 FORG
3 Dave Dempster 4 FORG
3 Dave Dempster 4 FORG
2 »  »» Displayingitems 1to 10 of 14 Page Size 10 |v

Fig 2

If you click on the date relating to for a Clocking Error then the system will load that
employee’s Timesheet for that Period. The day for the error occurred will be marked FORG in
the Warning column. You can then Edit the employee’s clockings for the day to rectify the
error. Once you have fixed the error, close the Timesheet window to return back to the list of
errors, the error you just fixed will be removed from the list.

Warnings

Warnings are a secondary notification, when a warning is generated the system is warning
you that an employee has does something that is unusual that you might like to review.
Warnings are things such as an employee clocking in late, clocking out early or not clocking
in a day where they are schedule to work. Unlike Clocking Errors, Warnings generated by the
system will not stop the system from calculating the employee’s hours for that day.

If there are any Warnings in the selected Period then the Number of Warnings will be above
zero. If this number is greater than zero then clicking it will bring up a list of the Warnings for
the selected criteria (Fig 3)

Employee Clocking Warning List
Employee List = B
Employee # Name Warnings/Errors
1 Andy Davenport
1 Andy Davenport
10 Gaynor Lewis
10 Gaynor Lewis
10 Gaynor Lewis
10 Gaynor Lewis
10 Gaynor Lewis
12 Daniella Mathers
12 Daniella Mathers
12 Daniella Mathers
n 2 » | »» Displayingitems 1to 10 of 104 Page Size 10 |v

Fig 3
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As with the Clocking Errors list, clicking on the date will load the employee’s Timesheet for
that period where you can review the error. Unlike Clocking Errors, Warnings are for your
information purposes only and you do not need to adjust the clockings to fix them.

Unauthorised Timesheet

It is possible for a supervisor to log into InfoTime and authorise an employee’s timesheet for
payment after it has been reviewed. This is an optional feature that does not have to be used.
However if you are using it when you look at a Pay Period on the Dashboard the number of
Unauthorised Timesheets will be the number of Timesheets for that period waiting for a
supervisor to authorise them.

If there are any Unauthorised Timesheets then the Number of Unauthorised timesheets will
be greater than zero. Clicking the number will load the Timesheet Summary pay showing the
employees with Unauthorised Timesheets (Fig 4)

Timesheet Summary
Filter Criteria
Employee Company: = All Company v| Department. = All Department v
“Working Rules: | Weekly v Period: | 23 Jun 2014 - 29 Jun|w mm
Timesheet Summary = K
Card Number Employee Code Employee Name Normal Overtime Total Hours Edit Status
24 24 Andrew McMillan 2521 2521 V4 4
1 1 Andy Davenport 2713 2713 V4 Y
13 13 Chris Kilsby 29:39 29:39 4 4
Dave Dempster 08:34 08:34 2 Y
22 22 Matt Bleasby 04:15 04:15 7 v
31 3 Rosie Sharp 3347 33:47 y 4 Y
Fig 4

Clicking the Edit button will load the employee’s timesheet for the selected period allowing
you to review it. Clicking the tick under Status will authorise the timesheet for that employee.

The Unauthorised Timesheets feature is an optional feature. If you do not use it then this
section can be ignored, it will not stop you from running reports on your employees.

Page |34



InfoTime

Who's In

The Who's In section shows a list of the employees that are currently classed as clocked in.
This list can be filtered by department or company. This list can be printed out or sent to Excel
by using the icons at the top right of the section (highlighted in red in Fig 5).

Department: | All Department E
Employee # Name Date Time
27 Craig Germaine 30/06/2014 | 07:53
3 Dave Dempster 30/06/2014 | 08:13
3 Rosie Sharp 30/06/2014  08:19
1 Andy Davenport 30/06/2014 | 08:22
13 Chris Kilsby 30/06/2014 ' 09:26
Page Size 10

Fig 5

Quick Add

The Quick Add section provides quick access to common tasks you might need to do on a
regular basis such as add a new employee, add a clocking or add a holiday (Fig 6).

Quick Add

Fig 6

Add Employee
Clicking Add Employee will load the Manage Employee screen (Fig 7)

Manage Employee

S TSI S ETIl Next of Kin | Leave Entitlement | Working Rules

Personal Detail

*Employee Code: *Card Number:

Title: | Select Title E| *First Name:

Fig 7
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You can then enter the details for the employee. Please refer to the Employee File — Add
Employee section on page xx for more information.

Add a Clocking
Clicking the Add a Clocking button will load the Add Clocking window (Fig 8).

Add a Clocking

Employee: @ Select Employee v
Clocking Date: @
Clocking Data: Clocking e
00:00 x

Fig 8

From the Employee drop down select the employee you wish to add a clocking for. Then set
the date you wish to add the clocking on using the calendar icon next to Clocking Date.

Finally enter the clocking time in the box. If more than one clocking needs to be added for
this day click Add New and second box will be added. Once you have entered the clocking
click Save.

Add a Holiday
Clicking Add a Holiday will load the Manage Absence Booking window (Fig 9)

Manage Absence Booking
View Booked Absences | Select Employee Absences Information Summary

This wizard will guide you through the process of booking employee(s) absences in advance.

To View existing booked absences, Please click on the View Booked Absences button immediately below.

View Booked Absences

To book new (or unbook existing) employee absences, Please click on the Next button below.

Next

Fig 9

Click Next.
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You will then be asked to select the employee. This can be done by typing in their employee
number, selecting their department or company and then clicking Search. A list of all matching
employees will be shown from which you can select the correct employee (Fig 10)

Manage Absence Booking
View Booked Absences | Select Employee | Absences Information = Summary
* Notes: You can not book absence for saturday/sunday.

Select Employee By

(O Select employee by code:

@ Select employee by company: All Company V
(O Select employee by department: | All Department v
=3

O Employee # Name Clocking #

1 Andy Davenport 1

O 12 Daniella Mathers 12

O 10 Gaynor Lewis 10

O's Dave Pearson 5

O 2 Tom McCann 2

O 21 Mark Voce 21 v

Fig 10
Once you have selected the employee click Next.

A new screen will load where you can select the type of absence to be taken and the date
range (Figl1)

Manage Absence Booking
View Booked Absences Select Employee @ Absences Information | Summary

*Absence Code: | Selectabsence code v
Start Date: |06/06/2014 @

End Date: | 06/06/2014 @

AbsentOn: | Bookin days Full Day |v

Comment:

Fig 11

Click the drop down menu for Absence Code and select the correct code for this instance of
leave.
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User the calendar icon next to Start Date and End Date to select the start and end date of this
instance (if one day the start and end dates should be the same).

Select whether this is a full or a half day instance of leave.

You can enter a comment about why this leave instance is been taken (i.e. the illness when
the employee books sick)

Once you have entered these details click Next.

The Summary page will load (Fig 12).

Manage Absence Booking
View Booked Absences Select Employee Absences Information | Summary

Summary. Please check the detail below and click on Book or Unbook to confirm the booking or unbooking.
If the detail are not correct, click on back button and amend accordingly.
User can also increase or decrease no. of days/hours from below given employee leave summary table.

Employees(s) . ;
Py b Employee # Name Allocated Leave Total Absence Remaining Booking Days

6 Dave McMaster 22 15.00 7.00 1
1 Employee(s) selected.
Absence Dates: 06/06/2014 to 06/06/2014
Reason: HOL

For: Full Day

o Se———
Book Ausence

Fig 12

If the leave booked effects the employee’s leave entitlement then the summary will show the
employees allocated leave, the total number of days taken so far and their remaining leave
entitlement. A suggested number of booking days will also be shown, this can be amended
should the number of days you wish to deduct from their remaining entitlement be different.

If you are happy with the settings for this booking click Book Absence. Otherwise click Previous
to go back and amend the booking.
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Employee File

The Employee File area of InfoTime is where you can Add, Remove and Edit your employee.
You can assigh employees to their Working Rule and setup their Leave Entitlements as well
as managing basic human resources information such as their next of kin contact details.

To access the Employee File, select Employee — Employee from the top menu bar (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

Employee

Department: | All Department
Working Rules: | Normal E ¥ ¥ E]

Period: | 07 Apr 2014 - 13 Apr[v] @ No Record Found

Select Employee By: = Company E]

Company. | All Company [v]

Number of Clocking Errors : 0
Number of Warnings : 0

Number of Unauthorised timesheets : 0

Quick Add

Fig 1
This will load the Employee File (Fig 2).
Manage Employee
Filter Criteria
Employee Code: First Name: Last Name:
Company: | All Company E] Department: | All Department [] Branch: = All Branch E]

Card Number: Status: | Current E}

Employee List = B

Code First Name Last Name Card Number Company Branch Department Edit Terminate Delete
01 Andrew Davenport 1 Clocking Systems Support [ @ x
02 Rosemary Basset 2 Clocking Systems Admin [# @ x
03 Lee McGann 3 Clocking Systems Sales [ @ x
04 Tom MCCann 4 Clocking Systems Support [} @ )(
05 Kevin Metcalf 5 Clocking Systems Technical [ @ x

Displaying items 1to 5 of 5 Page Size 10 E]

Fig 2
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By default the screen will show all your current employees on screen. Using the Filter Criteria
section at the top you can filter this list to only show a particular area of your company i.e.
one department, or you can filter it to only show a particular employee by entering their name
in boxes provided and clicking Search.

Similarly if you wish to see employees who have left you company, change the Status drop
down box from Current to Terminated then click Search (selecting All instead of Terminated
will show both current and previous employees in the same window).

Adding an Employee
To add an employee click the Add New button. The Add Employee screen will load (Fig 3).

Manage Employee
Employee Detail
Personal Detail
*Emp!
Title: | Select Title v *First Name: Andy
Initia *Last Name: Davenport
Date of Birth: E *Joining Date: |01/12/2015 g
Gender: | Select Gender v Payroll Number: |1
Marital Status: Select Marital Status v Children: |0
Religion Nationality
Login Detail
Allow Mobile Clocking Username:
Pas r
Confirm Passwort
Contact Detail
Address: Badtal aada
Postal code:
Telephone 1 Telephone 2.
e Email
Office Detail
Company: | Select Compan v Branch: | SelectBranch v
Department: | Select Department v Designation: | Select Designation v
v
Emp v Statu rrent v
Reason Leaving.
Signed Contract: | Yes v Signed 48 hour working time Directive Waiver
[ Seve | Goncel]
Fig 3

The information you can enter about an employee is broken into 4 separate pages; Employee
Detail, Next of Kin, Leave Entitlement and Working Rules.

The majority of fields on these pages is optional however there are some that must be
completed in order to add a new employee.
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On the Employee Detail page you must fill in all the fields marked with a *. This means you
must enter an Employee Code, Card Number, First Name, Last Name and Joining Date.

Then, if the employee is clocking in and out you must go to the Working Rules page and
assign them a Working Rule. If the employee is only on the system so that you can record
their employee details and will not be clocking then you do not need to assign a Working Rule.

Employee Details Field Definitions:

Employee Code*

Card Number*

A unique code for this employee, this could be their payroll
number or some other number you use to refer to this
employee.

When using a proximity card system this will be the number
printed on the back of the card or fob issued to the employee.
Where the terminal connected to the software uses some kind
of biometric reader (i.e. facial recognition or a hand
recognition) this will be the ID number the user is registered
as on the terminal.

Title* The employee’s title i.e. Mr, Mrs, etc
First Name* The employee’s first name

Initial The employee’s initial

Last Name* The employee’s surname

Date of Birth The employee’s date of birth

Joining Date*

Gender
Payroll Number

Marital Status

Using the calendar you can select the employee’s start date,
this does not have to be the exact date the employee started
working for you company, but it must be the first day they
clocked or earlier.

Male or Female

The employee’s number in your payroll software if different to
the one entered as their InfoTime employee number. This
number can then be used on the Sage Payroll Output csv file.
Is the employee married or single

Children The number of children this employee has

Religion What religion the employee is

Nationality The employee’s nationality

Address The employee’s postal address

Post Code Post code for the address entered in the previous field

Telephone 1 A contact telephone number

Telephone 2 A second contact telephone number

Mobile The employee’s mobile humber

Email The employee’s email address, this could be either a work or
personal email address

Company You can assign the employee to one of the companies you set
up in the Classification section of the system.

Branch You can assign the employee to one of the branches you set
up in the Classification section of the system.

Department You can assign the employee to one of the departments you
set up in the Classification section of the system.

Designation You can assign the employee to one of the designations you
set up in the Classification section of the system.

Grade You can assign the employee to one of the grades you set up
in the Classification section of the system.

Employment Type You can set what type of employee this is, i.e. full time, part
time, agency. This field does not affect how they are paid

Status Is a current employee or a terminated employee
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Resigned Date If the employee is marked as terminated this will hold their
date they left

Reason for Leaving You can enter their reason for leaving in this box

Signed Contract A human resources field that allows you to track that this

employee has signed a contract
Signed 48 hour working A human resources field that allows you to track that this
time Directive Waiver employee has a signed a waiver saying they are willing to work
more than 48 hours a week if needed.

Once you have entered the required details on this page you can switch to the Next of Kin
page (Fig 4).

Manage Employee

Employee Deta NS RSN Leave Entitlement | Working Rules

Next of Kin - First

First Name: LastName
AANESS Postal code
Telephone: Mobile

Next of Kin - Second

First Name LastName
PedeSs: Postal code
Telephone Mobile

Fig 4
On this page you can enter the contact details for this employee’s next of kin.

Each employee can have up to 2 Next of Kin contacts listed on the software, and all of their
contract details can be entered, however all fields are option and can be left blank.
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Once you have entered these details you can switch to the Leave Entitlement page (Fig 5)

Manage Employee

| Employee Detail | Next of kin JESREERIEEER Working Rules |

Leave Entitlement Details

@ No Record Found

Save Cancel

Fig 5

You can set the employee’s Leave Entitlement for your leave cycle i.e. how many holidays
they are entitled to over the year. To do this click Add New. An entry will be added in the
Leave Entitlement Details table (Fig 6).

Manage Employee
| Employee Detail | Next of kin ECHYSUILLILY Working Rules
Add New |
Leave Entitlement Details
Start Date End Date Holiday entitlement  Sickdays entitlement Holiday left Sick Leave left
01/01/2014 @ 31/12/2014 @ 20 20 H 9
Qaua Nanral
Fig 6.

In the Start Date you should enter the start of your leave cycle. In the End Date you should
enter the end date of your leave cycle i.e. if you leave cycle was a year from the first of
January the Start Date would be 01/01/14 and the End Date would be 31/12/14. In Holiday
Entitlement enter the number of days holiday the employee is allowed in that leave cycle. In
Sickdays Entitlement you can enter the number of sickdays the employee is allowed in the
leave cycle, if the employee not entitled to any then leave this at 0. Click the floppy disk icon
to save this entry. Once you have saved it the Holidays Left field will show the employee’s
remaining amount of leave for this leave cycle.

At the end of the leave cycle the system will automatically insert a new entry into this table
with the giving the employee the same leave entitlements for the next leave cycle. i.e. in the
example above, on the 1% January 2015 a new entry will be added with a Start Date of
01/01/15 and an End Date of 31/12/15.

Once you have entered the Leave Entitlement click on Working Rules to switch to the Working
Rules page (Fig 7).
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Manage Employee

Employee Detail m (EWER L Working Rules

Working Rule Details

@ No Record Found

Save Cancel

Fig 7

Working Rules control how an employee’s hours are calculated by the system. Over time the
rules used my change. When assigning a Working Rule you can set the from and to dates the
rule is used. To assign a Working Rule to the employee click Add New. An entry will be added
to the Working Rule Details table (Fig 8).

Manage Employee

Employee Detail | Next of Kin | Leave Entitlement RUGISLELTIES

Add New I
Working Rule Details
Start Date End Date Working Rule
01/04/2014 @ @ Select Working Rule [v] 3 9

}Selem‘.’\'orking Rule

Fig 8

The Start Date should be set to the day the employee’s hours will start being calculated using
this rule i.e. for a new employee this would be their start date.

If the employee is on this Working Rule for a set period of time you can enter an End Date, if
they will be on this Working Rule for an undetermined amount of time you can leave the End
Date blank.

Select the correct Working Rule from the drop down menu and then click the floppy disk icon
to save this entry.

Once you have entered these details click the Save button to save the new employee in the
system.
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Amending an Employee

Find the employee you wish to amend in the Employee List. Then click the icon that looks like
a piece of paper and a pencil under the Edit column (Fig 9)

Manage Employee

Filter Criteria

Employee Code: First Name: Last Name:

Company: = All Company Department: = All Department E Branch: | All Branch l

Card Number: Status: | Current [v] Reset

Employee List

Code First Name Last Name Card Number Company Branch Department Mobile Email Edit Terminate
01 Andrew Davenport i Clocking Systems Support Eg @
02 Rosemary Basset 2 Clocking Systems Admin @
03 Lee McGann 3 Clocking Systems Sales Eg @
04 Tom MCCann 4 Clocking Systems Support (2 @
05 Kevin Metcalf 5 Clocking Systems Technical Eg @
Displaying items 1to 5 of 5 Page Size

Fig 9

A screen will load showing the employee’s information (Fig 10).

Manage Employee

Sy lCE ST Next of Kin | Leave Entitlement | Working Rules

Personal Detail

*Employee Code: 02 *Card Number: 2
Title: | Mrs. [v] *FirstName:  Rosemary
Initial: *LastName:  Basset
Date of Birth: fH *Joining Date: |31/03/2014 A
Gender: | Female [v]
Marital Status: | Married E] Children: 0
Religion: Nationality:

Contact Detail

Fig 10

You can then change any of the details as needed. The only field you will not be able to
change is the Employee Code.

Once you have made the required changes click the Save button.
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Removing an Employee

On the Employee List locate the employee you would like to remove. Then click the No Entry
symbol shown under the Terminate Column (Fig 11)

Manage Employee

Filter Criteria

Employee Code: First Name: Last Name:

Company: | All Company [v] Department. | All Department [v] Branch: = All Branch N

Card Number: Status: | Current E] Reset

Employee List

Code First Name Last Name Card Number Company Branch Department Mobile Email Edit Terminate
01 Andrew Davenport i Clocking Systems Support [} @
02 Rosemary Basset 2 Clocking Systems Admin 2
03 fce McGann 3 Clocking Systems Sales (2 @
04 Tom MCCann 4 Clocking Systems Support 2 @
05 Kevin Metcalf 5 Clocking Systems Technical (2 @
Displaying items 1to 5 of 5 Page Size
Fig 11

A window will pop up asking you to confirm you wish to terminate this employee (Fig 12).

Are you sure you want to terminate this employee?

OK I | Cancel

Fig 12

Click Yes, the employee will be marked as terminated and they will disappear from the active
list.
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Schedule Planner

The Schedule Planner is where an employee’s shift start and finish times can be entered. This
can be used to schedule employees to start and finish at different times each time they work,
or you can build a rota into the system that repeats after a set time period i.e. a shift pattern.
The Scheduled start and finish time is what InfoTime uses to generate the employee warnings
for late arrival and late departure.

To access the Schedule Planner click on Timesheet — Schedule Planner (Fig 1).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Employee Timesheet

Schedule Planner

Timesheet Summa [v]
Working Rules: | Weekly Y =
: - — Employee # Name
Period: | 21 Apr 2014 - 27 Apr|y|

6 Dave McMaster 22/
Select Employee By: = Company (v 2 Tom McCann 29)
Company: | All Company [v] 22 Matt Bleasby 22/1
Number of Clocking Errors : 0 25 Luke Chadwick 22/
Number of Warnings : 25 20 Waldemar Ogorek 224
Number of Unauthorised timesheets : 20 12 el 22
3 Rosie Sharp 221
23 Holly Jemmeson 22/
3 Dave Dempster 22/
Quick Add Aa deavtiosnn nnu

Fig 1

The Schedule Planner screen will load. Initially only show the filter criteria (Fig 2)

Schedule Planner

Filter Criteria

From Date:

< B

Days: To Date: @
[v]

Select Employee By: = Company Company. = All Company v Order By: = Name

Working Rule: | Weekly Status: | Current z

Fig 2

The first thing you need to do is set the date range you wish to see. You can set the date
range to be as long as you require i.e. if you are entering a roster for this week just select
this week, if you are entering a pattern that repeats every three weeks set the date range to
show the three weeks. It is advisable to set the From Date as the first day of the pattern and
then the To Date to the last day of the pattern.
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You can also set the filter to only show employees in a particular Department, Company, etc.
Once you have set the criteria click the Search button.

The screen will refresh to look like Fig 3.

RaRz S ke 5555
Select Employee By: | Company [v] Company. | All Company [v] Order By: | Name [v]
Working Rule: | Weekly Status: | Current z m
d = =
DEMO
No Name 21 | 2 |23 24 | 2% 26 | 21|
~
9999 |Fred Ward ?
- v
Displaying items 1 to 26 of 26 Page Size 50 [v]

Fig 3
Building a Rota

To enter a schedule on a particular day, locate the employee and right click on the day you
wish to set a start and finish time for, a menu will load (Fig 4).

DEMO
No Name 21 | 2 | 23 | 24 | 25 | 2 | 21 |
B B I'?:L Add Main Shift
Add Optional Shift
Displaying items 1 to 26 of 26 Save Pattern Page Size
Copy Pattern
Paste Pattern
Apply Pattern
Clear Selection

Fig 4

From the menu select Add Main Shift.
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The Manage Shift Schedule Wizard will load (Fig 5).

Manage Shift Schedule
Select Employee | Shift Information Overtime/Normal time Summary

Select Employee By

(@ Select employee by code: 9999

(O Select employee by company: Select Company v

(O Select employee by department: | SelectDepartment v
O Employee # Name Clocking #
9999 Fred Ward 9999

Fig 5

The screen confirms which employee you have selected. Click Next.

The next screen details the Shift Information such as Start Time and End Time (Fig 6).

Manage Shift Schedule

Select Employee | Shift Information | Overtime/Normal time = Summary

*Working Rule : Standard

*Shift Date: 16/06/2014

*Start Time : | 00:00

*End Time : | 00:00

*Display Colour: 1b76a6

Fig 6

Enter the Start Time and End Time in 24 hour format. For the Display Colour click the colour
selection tool to the right of the box containing the colour code, you can then pick the colour
displayed on the schedule planner from the list of available options.

Click Next
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A summary will then be displayed giving details of the schedule you have entered (Fig 7). If
you are happy with the settings click Save to add the schedule. Otherwise click Previous to go
back and amend the shift.

Manage Shift Schedule

Select Employee = Shift Information = Overtime/Normal time | Summary

Summary. Please check the detail below and click on Save or Cancel to confirm
If the detail are not correct, click on back button and amend accordingly.

Employees(s)
Employee # Name

888888 Joe Bloggs

1 Employee(s) selected.
Shift Date: 16/06/2014
Working Rule: Standard

Shift Times: 08:00 to 14:00

Display Color -

Previous Save Cancel

Fig 7
Follow the same steps to enter the schedules for the other working days on the rota.

By default this rota will be only applied to the employee on the days you have scheduled
above. If the employee works this pattern repeatedly (i.e. a 2 week repeating rota) the rota
can be saved and then the employee will be assigned to this shift until you tell the system
otherwise. Similarly if another employee also works this pattern the save pattern can be
applied to them also.

Saving a Pattern

In the Schedule Planner locate the employee who's pattern you wish to save. Left click on the
white space underneath the first applied shift of the pattern, the box will change to blue. With
the left mouse button held down drag the mouse point across all of the days in the pattern,
all of the days will highlight in blue (Fig 8).

Working Rule: 'Weekly Status: | Current v w
Schedule Planner
No Name 9 10 1 12 13 14 15
|

TG0 10,0850-1730 0030-1730 830-1730 0630-173)
9999 [Fred Ward ?I

Displaying items 1 to 26 of 26 Page Size]

Fig 8
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Right click on the blue area of any of the days and a menu will load (Fig 9).

Schedule Planner

Name
|
- Add Main Shift
9999 | Fred Ward El| Add Optional Shift

Save Pattern
Displaying items 1 to 26 of 26 Copy Pattern
Paste Pattern
Apply Pattern

Clear Selection

3il: tna@timepg.com | Website: http:/iwww.timepg.com Copyright © Clocking Systems 2012 - Al

Fig 9

From the list of options select Save Pattern. You will be asked to enter a name for this Saved
Pattern (Fig 10).

*Enter Pattern Name :

Fig 10

Enter a name for this pattern than means something to you (i.e. the working hours) and click
Save.

Applying a Pattern

A Saved Pattern can be applied to any employee. When a pattern is applied it can be applied
to the employee for as long as you want. To apply a pattern, first locate the employee on the
Schedule Planner.
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Once you have located the employee, right click on the day you want pattern to be applied
from. A menu will load (Fig 11)

Schedule Planner

Name

29 Trevor Paget 2
5 Dave Pearson 2
15 Ben Riding E
3 Rosie Sharp ‘?
21 Mark Voce |?L

Fes

9999 Fred Ward

i ! Add Main Shift
[< Add Optional Shift

Save Pattern Page Size
Copy Pattern
Paste Pattern

Displaying items 1 to 26 of 26

Apply Pattern

Clear Selection

ail: tna@timepg.com | Website: hitp/www.timepg.com Copyright © Clocking Systems 2012 - Al

Fig 11

Select Apply Pattern. A new screen where you can select the pattern to be applied (Fig 12)

Pattern

Note : Applying pattern will overwrite default assigned shifts.

Select Pattern Name: @ Select Pattern v
Effective Start Date: 09/06/2014

Effective End Date: @

Fig 12

Click the drop down menu for Select Pattern Name and select the name of the pattern you
want to apply to this employee.

The Effective Start Date will be set to the date you selected on the Schedule Planner. On the
Effective End Date you can click the calendar icon to select the date to apply this pattern until.
If this employee is staying on this pattern for the foreseeable future then leave this field blank.

After entering these details click Finish.
Emailing Rota’s to Employees

Once rotas have been entered into the system it is possible to email them directly to the
relevant staff members. To be able to send an email to an employee email connection details
must be entered in the System Settings page of the software. An email address must also be
entered into the Email Address field of the Employee Details. From the Schedule Planner
screen set the Filter criteria to show the employees and date range that the rotas are to be
sent out over (i.e. if sending rotas for 24/04/17 — 30/04/17 for the admin department, set the
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From Date to 24/04/2017 and the To Date to the 30/04/2017, change the Select Employee
By option to Department, change the Department option to admin (Fig 13) and then click
Search.

Schedule Planner

Filter Criteria
From Date: 24/04/2017 @ Days: 7 To Date:  30/04/2017 @
SelemEmplo);ae; Department - Department: [ Admin 3§ OrderBy: | Name
Employee: Working Rule:  demo, Early/Afters, Gini, Ls Status: | Current
Fig 13

The Schedule Planner will refresh to show the selected information. At the top right hand side
of the Schedule Planner are a number of different icons, the first icon on the left of these
options is the Publish Rota’s button (highlighted by a red square in Fig 14). Clicking this button
will send an email to the displayed employee’s giving them a list of the shifts they are rostered
to work over the date range.

Filter Criteria
From Date: 24/04/2017 A Days: |7 ‘ ToDate: 30/04/2017 5223
oo EmplcyBef: Department ; Department: = Admin : Order By: = Name
Employee: Working Rule: demo, Early/Afters, Gini, La Status: = Current

Schedule Planner

Name
Deelan Byrne [?4

Fig 14

A dialog box will load listing any employees who do not currently have an email address
entered into their employee file. It is possible to proceed with sending the emails at this point
but the listed employees will not be sent their rotas.

If the rotas are edited at a later point it is possible to resend the email by loading the data on
screen once more and clicking the same icon.
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Viewing Employee Hours & Clockings

There are two screens in InfoTime that show information relating to your employees’ hours
and clockings, the Timesheet Summary screen and the Employee Timesheet screen. The
Timesheet Summary is a summary of the hours worked by each employee over a pay period
while the View Employee Timesheet shows a detailed day by day break down for the each
individual employee, allowing you to see the hours they have worked and their clocking times.

Employee Timesheet

To access the Employee Timesheet screen select Timesheet — View Employee Timesheet (Fig

1)
@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Employee Timesheet

Schedule Planner

Timesheet Summal
Working Rules: = Weekly L 1y E
Employee # Name D:
Period: | 23 Jun 2014 - 29 Jun [v] )
3N Rosie Sharp 27104
Select Employee By: | Company 1 Andy Davenport 2710
Company: | All Company E 24 Andrew McMillan 27104
Number of Clocking Errors : 13 13 Chris Kilsby 27104
Number of Warnings : 85
Number of Unauthorised timesheets : 7
Quick Add
Fig 1
The Employee Timesheet screen will load (Fig 2)
View Employee Timesheet
Filter Criteria
Employee: | Company: | All Company Department:. = All Department E]
*Working Rules: = Select Working Rule E Period: | Select Working rule Status: = Current

Fig 2

You can use these settings to determine which employees and which pay period you wish to
with to look at. Set the Working Rule and the Period and then click Search.
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The screen will refresh and the Timesheet for one employee will load (Fig 3).

View Employee Timesheet "
Employee Code: 24
Employee Name: Andrew McMillan
Clocking #: 24
Department: Sales
Date Expected Shift Rounded Clockings Warnings Paid Hours
Breaks
23/06/2014 08:30-17:30 ~ Out In Out Expected Hours: 08:30 [ ABS 00:00
Monday Total: 00:00
Absence:
24/06/2014 08:30-17:30 ~ Out In Out Expected Hours: 08:30 [ LATE 00:00
Tuesday 1717 Total: 00:00 FORG
Absence:
25/06/2014 08:30-17:30 i Out - Out Expected Hours: 08:30 [ EARLY 00:00 Normal | 08:37
Wednesday 08:16 17:23 Total: 08:37
Absence:
26/06/2014 08:30-17:30 ~ Out In Out Expected Hours: 08:30 [ EARLY 00:00 Normal | 08:20
Thursday 08:25 17:15 Total: 08:20
Absence:
27/06/2014 08:30-17:30 = Out - o~ Expected Hours: 0830 [ = EARLY 00:00 Normal | 08:24
Friday 08:26 17:20 Total: 08:24
Absence:
28/06/2014 00:00-00:00 ~ Out In Out Expected Hours:  00:00 [ 00:00
Saturday Total: 00:00
Fig 3

On the timesheet an entry will be made for each day of the Pay Period. In this entry you will
see the Expected Shift, the Clockings, any warnings, any paid breaks and then the total hours
worked split into the different time categories.

At the bottom of the screen you can cycle through the employees using the arrow keys.

By default the clockings shown are the rounded clockings, it is possible to show the actual
clockings made by the employee. At the top of the timesheet is a View Criteria section (Fig 4)

View Criteria

Version of Clocking: (O Actual Clocking Show Deleted Clockings (® Rounded Clocking [e=IMIE1(=]

Fig 4

Clicking on the Actual Clockings will show you the time the employee actually clocked in at
the terminal.

You can use this screen to Add, Amend and Delete clockings for your employees.
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Adding a Clocking
Locate the employee the timesheet for the employee you need to add a clocking for.

Once you are viewing the timesheet, locate the day where the clocking is to be added and
click the Edit Clockings button (highlighted in Fig 5)

Employee Code: 24
Employee Name: Andrew McMillan
Clocking #: 24
Department: Sales
Date Expected Shift Rounded Clockings Warnings Paid Hour:
Breaks
23/06/2014 08:30-17:30 In Out n Out Expected Hours: 08:34 [ ABS 00:00
Monday Total: 00:00
Absence:
24/06/2014 08:30-17:30 In Out In Out Expected Hours: 08:30 [ LATE 00:00
Tuesday 17:17 Total: 00:00 FORG
Absence:
25/06/2014 08:30-17:30 n Out n Out Expected Hours: 08:30 [ EARLY 00:00 Normal
Wednesday 08:16 17:23 Total: 08:37
Absence:
26/06/2014 08:30-17:30 In out o Out Expected Hours: 0830 [ | EARLY 00:00 Normal
Thursday 08:25 1715 Total: 08:20
Fig 5

The Manage Clocking Data screen will load (Fig 6)

Manage Clocking Data

Add New

Original Clocking Actual Clocking

Clocking Terminal Clocking Delete

1717 Face ID 1717

Use As Actual Save

IX

Fig 6

On this screen the Original Clockings on the left are the clockings made by the employee at
your clocking terminal. The Original Clockings cannot be amended and adjusted in any way.
The Actual Clockings on the right hand side are the same as the Original Clockings but you
can add clocking, delete clockings and amend clockings.

Click the Add New button.
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A new cell will be added in the Actual Clockings section with the time set to 00:00. The time
of the clocking to be added can by typed into this box.

If you need to add another clocking on the same day then clicking Add New again will create
another cell. Once you have added all the clockings or that day click Save.

The system will then recalculate the employee’s hours for that day taking into account the
new clocking.

Amending a Clocking
Locate the employee the timesheet for the employee you need to amend a clocking for.

Once you are viewing the timesheet, locate the day where the clocking is to be amended and
click the Edit Clockings button (highlighted in Fig 7)

The Manage Clocking Data screen will load (Fig 8)

Manage Clocking Data
Add New
Original Clocking Actual Clocking
Clocking Terminal Clocking Delete
17:17 Face ID 1717 x
< >
Fig 8
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Employee Code: 24
Employee Name: Andrew McMillan
Clocking #: 24
Department: Sales
Date Expected Shift Rounded Clockings Warnings Paid Hour
Breaks
23062014 | 08:30-17:30 In Out In — Expected Hours: 08:3] [ ABS 00:00
Monday Total: 00:00
Absence:
24/06/2014 08:30-17:30 - out - out Expected Hours: 08:30 [ | LATE 00:00
Tuesday 17:17 Total: 00:00 FORG
Absence:
25/06/2014 | 08:30-17:30 In Out n —_ Expected Hours: 08:30 [} | EARLY 00:00 Normal
Wednesday 08:16 17:23 Total: 08:37
Absence:
26/06/2014 08:30-17:30 In Out In Out Expected Hours: 08:30 [ EARLY 00:00 Normal
Thursday 08:25 1715 Total: 08:20
Fig 7
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Under the Actual Clockings section click into the cell for the clocking to be amended. You can
then overtype the time.

Once you have amended the clocking click Save, the system will then recalculate the
employee’s hours automatically.

Removing a Clocking
Locate the employee the timesheet for the employee you need to remove a clocking for.

Once you are viewing the timesheet, locate the day where the clocking is to be removed and
click the Edit Clockings button (highlighted in Fig 9)

Employee Code: 24
Employee Name: Andrew McMillan
Clocking #: 24
Department: Sales
- - = Paid
Date Expected Shift Rounded Clockings Warnings Breaks Hour
2300612014 | 08:30-17:30 - _— - — Expected Hours: 0830 [ ABS 00:00
Monday Total: 00:00
Absence:
24/06/2014 | 08:30-17:30 i Out = — Expected Hours: 08:30 [ | LATE 00:00
Tuesday 17:17 Total: 00:00 FORG
Absence:
25/06/2014 | 08:30-17:30 i Out n —_ Expected Hours: 08:30 [} | EARLY 00:00 Normal
Wednesday 08:16 17:23 Total: 08:37
Absence:
26/06/2014 08:30-17:30 n out o — Expected Hours: 08:30 [ | EARLY 00:00 Normal
Thursday 08:25 17:15 Total: 08:20
Fig 9

The Manage Clocking Data screen will load (Fig 10)

Manage Clocking Data

Original Clocking Actual Clocking

Clocking Terminal Clocking Delete

17:17 x

ELr

1717 Face ID

Fig 10
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Under the Actual Clockings section locate the clocking to be deleted and then click the x next
to it. The clocking will then be removed from the Actual Clockings section (it will still show in
the Original Clocking). Click the Save button, the system will recalculate the employee’s hours
for that day and then revert to showing the employees timesheet.

Timesheet Summary

To access the Timesheet Summary select Timesheet — Timesheet Summary (Fig 11)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Employee Timesheet

Schedule Planner

Timesheet Summary v
Working Rules: = Weekly = -
Employee # N DA
Period: | 30 Jun 2014 - 0& Jul E ovee aIne
27 Craig Germaine 30/04
Select Employee By: = Company El 3 Dave Dempster 2004
Company: | All Company B 31 Rosie Sharp 30/0¢
Number of Clocking Errors : 0 1 Andy Davenport 30109
Number of Warnings : 0 iE SIBLLE S
Number of Unauthorised timesheets : 0
Quick Add
Fig 11
The Timesheet Summary screen will load (Fig 12)
Filter Criteria
Employee: Company: = All Company E Department. | All Department

*Working Rules: | Select Working Rule E] Period: | Select Working rule E]

s

Timesheet Summary

@ No Record Found

Fig 12

You can use these settings to determine which employees and which pay period you wish to
with to look at. Set the Working Rule and the Period and then click Search.
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The screen will then refresh to show the timesheet summaries for all the selected employees
(Fig 13)

Timesheet Summary
Card Number Employee Code Employee Name Normal Overtime Total Hours Edit Status
24 24 Andrew McMillan 2521 2521 y4 Y
1 1 Andy Davenport 2713 27:13 2 Y
13 13 Chris Kilsby 29:39 29:39 2 Y
3 3 Dave Dempster 08:34 08:34 2 Y
22 22 Matt Bleasby 04:15 04:15 2 Y
kY| 3 Rosie Sharp 33.47 33.47 V4 Y
Displaying items 1to 6 of 6 Page Size 10 |v
Fig 13

The Timesheet Summary shows a one line entry per employee showing the total hours worked
for the selected pay period. It shows a total for each time category as well as the total hours
worked.

Clicking the Edit button on an employee’s summary will load the employee’s Timesheet for
that period.

The Status section at the right hand side allows department supervisors to authorise employee
timesheets once they have reviewed them. This is not mandatory and will not stop the
employee appearing on reports if not used. To authorise the timesheet for an employee the
user would click the Tick under that employee’s Status.
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Leave Planner

The Leave Planner allows you to view the instances of holiday and sickness for your employees
over a date range. You can also add and remove instances of leave from the screen.

To access the Leave Planner Select Leave — Leave Planner (Fig 1).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

Book/UnBook Absence

Leave Planner

Department: = All Department
Working Rules: = Weekly E] : g EJ
Period: | 30 Jun 2014 - 06 Jul E] Lt — o
27 Craig Germaine 30/0¢
Select Employee By: = Company E] 3 Dave Dempster 30106
Company: | All Company E] 3 Rosie Sharp 30/04
Number of Clocking Errors : 0 1 Andy Davenport 30/09
Number of Warnings : 0 13 Chris Kilsby 30/09
Number of Unauthorised timesheets : 0
Quick Add
Fig 1
The Leave Planner screen will load (Fig 2)
Leave Planner
Filter Criteria
From Date: @ Days: To Date: =
Select Employee By.: = Company E Company. | All Company E Order By.:  Name E

Absence Code: ABS, LATE, EARLY, EXCD, | Status: | Current EJ Search Reset

Fig 2

Using the calendar icons set the From Date and To Date to the date range you wish to see
leave over. You can filter the screen to only show a specific Department or Company using
the Select Employee By section.

Once you these are set click Search.
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The screen will refresh to show the Leave Planner for the selected period (Fig 3)

No Name 1 234567891011121314|15161718192021222324252627282930
24 Andrew McMillan
7 Andy Davenport
:5 ';"99;6‘?"39"‘3" ENEEEEEEEEEEEEEEEEEEEEEEEEEEn
en Riding
13 Chris Kilsby .
27 Craig Germaine .....
12 Daniella Mathers . ....-
3 Dave Dempster
6 Dave McMaster
5 [ [ [ [ [ [T [[[[]]
Displaying items 1 to 26 of 26 Page Size
Fig 3

Days where leave has been booked will show in the colour assigned for that leave type.
Saturdays and Sundays will show in a light grey colour.

Adding Leave

On the Scheduled Planner screen locate the employee who is taking leave. Once you have
located the employee, locate the day (or first day if a range of days to be taken). Right click
on the day and a menu will load (Fig 4).

Dave Dempster

(=2

Dave McMaster

Dave Pearson

No Name 1/2/3/4/5/6|7/8]9/[10/11/12/13|14/15/16|1718/19/20 21/22|23 24|25|26 27/28|29 30
24 Andrew McMillan
1 Andy Davenport
e

en Riding

13 Chris Kilsby -
27 Craig Germaine .....
12 Daniella Mathers . .....

Add Booking

Displaying items 1 to 26 of 26

Clear Selection

L

Page Size

Fig 4

From the menu select Add Booking.
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The Manage Absence screen will load (Fig 5)

Manage Absence Booking

View Booked Absences | Select Employee | Absences Information = Summary

* Notes: You can not book absence for saturday/sunday.

Select Employee By

@ Select employee by code: 6

(O Select employee by company: All Company v

(O Select employee by department: | All Department v
O Employee # Name Clocking #
6 Dave McMaster 6

|

Fig 5

This will show the employee you have selected. If this is correct click Next, otherwise click
Previous and reselect.

A new screen will load where you can select the type of absence to be taken and the date
range (Fig 6)

Manage Absence Booking
liew Booked Absences Select Employee Absences Information | Summary
*Absence Code: | Selectabsence code v
Start Date: | 06/06/2014 @

End Date: | 06/06/2014 @

AbsentOn: | Bookin days Full Day |w

Comment:

[mee——

Fig 6

Click the drop down menu for Absence Code and select the correct code for this instance of
leave.

User the calendar icon next to Start Date and End Date to select the start and end date of this
instance (if one day the start and end dates should be the same).

Select whether this is a full or a half day instance of leave.

You can enter a comment about why this leave instance is been taken (i.e. the illness when
the employee books sick)
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Once you have entered these details click Next.

The Summary page will load (Fig 7).

Manage Absence Booking
View Booked Absences Select Employee Absences Information = Summary

Summary. Please check the detail below and click on Book or Unbook to confirm the booking or unbooking.
If the detail are not correct, click on back button and amend accordingly.
User can also increase or decrease no. of days/hours from below given employee leave summary table.

Employees(s) -—- -
Employee # Name Allocated Leave Total Absence Remaining Booking Days

6 Dave McMaster 22 15.00 7.00 1
1 Employee(s) selected.
Absence Dates: 06/06/2014 to 06/06/2014
Reason: HOL

For: Full Day

Book Absence

Fig 7

If the leave booked effects the employee’s leave entitlement then the summary will show the
employees allocated leave, the total number of days taken so far and their remaining leave
entitlement. A suggested number of booking days will also be shown, this can be amended
should the number of days you wish to deduct from their remaining entitlement be different.

If you are happy with the settings for this booking click Book Absence. Otherwise click Previous
to go back and amend the booking.

Amending a Leave Booking

On the Scheduled Planner screen locate the employee who is taking leave. Once you have
located the employee, locate the booking to be amended. Right click on the booking and a
menu will load (Fig 8).

No Name 1 \2 3\4\5\6\7 8\9\10\11\12 13\14\15\16117 18\19\20\21}22 23\24\25\26127 28\29\30\
- |1 1 | ] |
2 Danielia Mathers Ol BEEEE
3 Dave Dempster
6 Dave McMaster
5 Dave Pearson .. Edit Booking ..
9999 Fred Ward Remove Booking
32 GARETH BROOK Booking Info
10 Gaynor Lewis
23 Holly Jemmeson
17 Jonathan McGregor -... .
18 Kevin Wefcalf I
Displaying items 1 to 26 of 26 Page Stze
Fig 8
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From the menu select Edit Booking.

The Manage Absence screen will load (Fig 9).

Infolime

Manage Absence Booking
View Booked Absences | Select Employee | Absences Information Summary
* Notes: You can not book absence for saturday/sunday.
Select Employee By
@ Select employee by code: 5
(O Select employee by company: All Company (v
(O Select employee by department: | All Department :v
O Employee # Name Clocking #
5 Dave Pearson 5

Fig 9

The first screen will show the employee the leave was booked for. Click Next.

Manage Absence Booking

View Booked Absences Select Employee

*Absence Code: = HOL

Start Date:  09/06/2014

L
EH

End Date: | 19/06/2014

AbsentOn: | Bookin days

Comment:

Next

Previous

Absences Information

Full Day |w

Summary

Fig 10

The settings for this absence will then be shown. Amend these as needed. Then click Next.
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A Summary screen will then load (Fig 11)

Manage Absence Booking
View Booked Absences Select Employee Absences Information | Summary

Summary. Please check the detail below and click on Book or Unbook to confirm the booking or unbooking.
If the detail are not correct, click on back button and amend accordingly.
User can also increase or decrease no. of days/hours from below given employee leave summary table.

Employees(s):
i Employee # Name Allocated Leave Total Absence Remaining Booking Days

5 Dave Pearson | 20 15.00 5.00 "
1 Employee(s) selected.
Absence Dates: 09/06/2014 to 19/06/2014
Reason: HOL

For: Full Day

Book Absence

Fig 11
Make any changes you need on this screen and the Book Absence save the changes.
Removing Leave

On the Scheduled Planner screen locate the employee who has cancelled some leave. Once
you have located the employee, locate the booking to be removed. Right click on the booking
and a menu will load (Fig 12).

No e 1 ‘2|3\4\5\6\7|8\9\10\11]12|13\14\15\16[17|18\19\20\21]22|23\24\25\26]27|28\29\30\
2 Daniella Mathers Ol BEEEE
3 Dave Dempster
6 Dave McMaster
5 Dave Pearson .. Edit Booking ..
9999 Fred Ward Remove Booking
32 GARETH BROOK Booking Info
10 Gaynor Lewis
23 Holly Jemmeson
17 Jonathan McGregor .... .
18 Kevin Wefcalf I
Displaying items 1 to 26 of 26 Page Stze
Fig 12

From the menu that loads select Remove Booking.
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A confirmation message will show on screen asking ‘Do you really want to remove the
booking?’ (Fig 13)

Do you really want to remove booking ?

OK | | Cancel

Fig 13

Click Ok to remove the booking from the software.
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Running Reports

The reports section of InfoTime allows you to run various reports off for your employees. To
access the reports hover over the Reports button on the top menu bar (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Booked Absences

DepartniSfJaztI
Working Rules: = Weekly E P b
: Employee Warning
Period: | 30 Jun 2014 - 06 Jul[v]

Timesheet Summary

Select Employee By: = Company E T
Company: | All Company E] Employee Leave Report
Number of Clocking Errors : 0 Leave Summary Report

Number of Warnings: 0

Number of Unauthorised timesheets : 0

Quick Add

Fig 1

From the list of reports select the report you want to run (i.e. Timesheet Summary).

The screen will change to show the report Filter Criteria (Fig 2). A similar screen will load
regardless of which report you chose.

Timesheet Summary

Filter Criteria

Employee: Company: | All Company IE| Department: = All Department E

*Working Rules: | SelectWorkingRule | v] Period: | Select Working rule

Fig 2

Set the Working Rule and the Period you would like report on and click Search.
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The report will then load (Fig 3)

4 4 1 oft b Pl @ Find | Next %' ‘f‘;‘

Clocking Systems Infolime

Timesheet Summary
Printed By : andy, Printed On : 30/06/2014 14:45:56
Working Rule : Weekly, Working Period : 23 Jun 2014 - 29 Jun 2014

Timesheet Summary

Employee + Clocking # % Name < Normal

Code

1 1 Andy Davenport 27:13

3 3 Dave Dempster 8:34

13 13 Chris Kilsby 29:39

22 22 Matt Bleasby 4:15

24 24 Andrew McMillan 25:21

31 3 Rosie Sharp 33:47
Fig 3

Once the report has run the information will be displayed on the screen. You can then click
the icon that looks like a floppy disk to save to a file (Fig 4)

4 41 oft b M @ Find | Next (&~ @)
. [ Excel
Clocking Systems = Infolime

=

Printed By : andy, Printed On : 30/06/2014 14:45:56
Working Rule : Weekly, Working Period : 23 Jun 2014 - 29 Jun 2014

Timesheet Summary

Timesheet Summary

Employee + Clocking # % Name < Normal

Code

1 1 Andy Davenport 27:13

3 3 Dave Dempster 8:34

13 13 Chris Kilsby 29:39

22 22 Matt Bleasby 4:15

24 24 Andrew McMillan 25:21

3 Kl Rosie Sharp 3347
Fig 4
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Sage Payroll Output

The Sage Payroll Output creates a csv file containing the hours worked by the employees over
a date range that can then be imported into Sage Payroll.

To access the Sage Payroll Output click on Reports — Sage Payroll Output (Fig 1)

@ Infolime

Dashboard Configuration Employee Leave Timesheet Repblts
View Booked Absences

e ——— T

' ] [l iy Error Report

Working Rules: [ Normal

Employee Waming
Period: ' 04 Jan 2016 - 10 Jan ¥
4 Jan 2018 ¢ Timesheet Summary
Select Employee By: = Company v Employee Timesheet
Company: = All Company v Employee Timesheet - Custom

Date Range

Number of Clocking Errors: 0
Employee Leave Report
Number of Warnings : 1

Leave Summary Report

Number of Unauthorised timesheets: 0
Sage Payroll Output

Quick Add
Add Employee Add a Clocking Add a Holiday

Fig 1

The screen will change to show the report Filter Criteria (Fig 2).

Sage Payroll Output

Filter Criteria
From Date: 01/01/2016 @ Days: 31 To Date: 31/01/2016 @
Employee: Categories: Output Field: @ Employee Code Payroll Number
Company: = All Company :] Department: = All Department :] m

(T
T}

Sage Payroll Details
@ No Record Found

Fig 2

Use the criteria to set the correct date range and select the correct group of employees. Set
the Output Field to either use Employee Code or Payroll Number (if on Employee Code then
the employee’s Employee Code in InfoTime will be used as the reference in the output, if on
Payroll Number then the Payroll Number field will be used).
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Once the criteria is set, clicking the Search button will return the hours worked by each
employee at the various pay categories (Fig 3).

Sage Payroll Output
Filter Criteria
From Date: 01/01/2016 @ Days: 31 To Date: | 31/01/2016 @
Employee: Categories: Output Field: @ Employee Code Payroll Number
Company: | All Company j Department: = All Department j w
Sage Payroll Details <l
Serial No. Employee Code Payroll Number First Name Category Name Total Hours
1 1 Andy Normal 40:00
2 1 Andy Overtime 04:30
3 2 Lee Normal 40:00
4 2 Lee Overtime 02:00
Displaying items 1 to 4 of 4 Page Size 10 ;]

Fig 3

Click the CSV icon at the top right of the list to start the export file download. A new screen
will load showing each Pay Category setup in the software and asking for the corresponding

Pay Element Number (Fig 4), the pay element for that pay category in your Sage Payroll
should be entered.

Set Pay Element Number = Confirm to Export
Serial No. Category Name Pay Element Number
1 Normal
2 Overtime
Next
Fig 4

Once the Pay Element Numbers are entered click Next.
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A final screen will load as shown in Fig 5, this will confirm the contents of the Export File. Click
the Download button and a prompt will load asking to save the file to the PC.

Set Pay Element Number = Confirm to Export

Export to CSV

Serial No. Employee Code Pay Element Number Total Hours
1 1 1 40:00
2 1 2 04:30
8] 2 1 40:00
4 2 2 02:00

o] oo

Fig5

Once saved your PC the file can then be imported into Sage Payroll using the Advance Data
Import Wizard. Please refer to the Sage Payroll instruction manual for more information
regarding this.
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Mobile Clocking

If purchased the Mobile Clocking module allows for employees to clock in and out on a web
page via a smartphone. When clocking via a smartphone the employee’s location will be
captured along with the time and date of the clocking. The location of the clocking can be
viewed from the software, allowing managers to monitor mobile workers more effectively.

To effectively use the Mobile Clocking module InfoTime needs to be installed on a web server
that is accessible via the internet, you should consult with your IT department to make sure

this is possible on your server.

When enabled a link will appear on the InfoTime linking to the Mobile Clocking page (Fig 1)

@ Infolime

Mobile Clocking

InfoTime Login

Username:

Password:

LOGIN Forgot Password?

Fig 1

Clicking this link will take the employee to the Mobile Clocking login page, this can also be
accessed at http://InfoTimeSoftwareAddress/EmployeelLogin.aspx where
InfoTimeSoftwareAddress is replaced by the address you normally access the InfoTime
software.
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Once at this location the Employee Clocking in screen will load (Fig 2)

eee00 02-UK 4G 13:46 3 73% w0
comms.timepg.com ¢
@ Infolime
< o m O
Fig 2

At this screen the employee can login using their login and password. Once they’ve logged in
the Clocking screen will load (Fig 3).

o000 02-UK 4G 13:47 3} 73% .

comms.timepg.com ¢

@ Infolime

M \Welcome, andy
& Logout

Employee Clocking

Location found!

Clock Now

< M Mm &

Fig 3

To clock the employee needs to click the Clock Now button.
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Once a clocking is successfully made the background of the clocking screen will change to
green to show the clocking registered and Clocking Successful will be displayed below the
Clock Now button.

eee00 02-UK 4G 13:47 R 73% m_>
comms.timepg.com ¢
@ Infolime

A Welcome, andy
@& Logout

Employee Clocking
Clock Now

Fig 4
View Employee Location

It's possible to view employee locations either globally or individually. In the Global view you
will be able to see the last clocking location for an employee who is currently clocked in. In
the individual view you will be able to view the location of any clocking.

Viewing the location of all Employees

Open the Dashboard screen of the InfoTime software, in the Who's In section on the right
hand side a list of all the employees who are currently clocked in will be shown. At the top of
this list is an option for Show on Map (Fig 5).

Who's In = B
Department : = All Department j Show on Map
Employee # Name Date Time
1 Andy Davenport 18/01/2016  13:47 W
Displaying items 1 to 1 of 1 Page Size 10 j

Fig 5
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When Show on Map is clicked a new screen will load showing a Google map of the UK and on
the left hand side a list of the employee (Fig 6). Clicking on an employee’s name from the list
will centre the map on that employee’s location and display a box showing the time and date
of the clocking.

Who's In
\ /N

Employee # Employee N )
mployee mployee Name Map Satellite

1 Andy Davenport "~ Dumfrieso \U n |t e d oNewcastle
P “ K | n g d o m upon Tyne

10 ;] ~Durham

Name: Andy Davenport
2 Number: 1
National Park  Clocking Date: 18-Jan-2016

. 1 Clocking Time: 01:47 PM o
sle of Man 32 S - __orough

/

( \ York
Blacgpppl\\ Vs L I§

Employee Information X
Lake Dlslncr

‘ \ Hull
y f* ’Greatham ‘? AL S
£ Manchester {M1] m o
Liverpoolo- kﬂm)\ Sheffleld\\
N

| Peak District
Chester National Park

~ Nomngham .
_ Snowdonia Froxd (R
National Park f

A : A K.
7~ Lelcester Norwich "y
0 m \'\ / Peterborough | o +

) \ 4

a@ E N G = A’N D \
- yZANY N~ -
~ I AT PR S -
‘ . N .
GO gle ;l Map data ©2016 GeoBasis-DE/BKG (©2009), Google - Terms of Use _Report a map error

Fig 6

You can use the plus and minus buttons at the bottom right to zoom in the clocking location,
or use the orange person icon to load Google Streetview.

Viewing Individual Employee locations

Go to the Employee Timesheet by clicking on Timesheet — View Employee Timesheet (Fig 7).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Employee Timesheet

Summary Schedule Planner

m Timesheet Summary

Working Rules: = Weekly

Period: | 23 Jun 2014 - 29 Jun [v] Employee # Name D

3 Rosie Sharp 27101

Select Employee By: = Company E 4 iy Davenport i
Company. | All Company 3 24 Andrew McMillan 2710

13 Chris Kilsby 27101

Number of Clocking Errors : 13
Number of Warnings : 85

Number of Unauthorised timesheets : 7

Quick Add

Fig 7

Page |76



InfoTime

In the Employee Timesheet select the relevant Working Rule and Pay Period (you can also
filter for the relevant employee) and then click Search.

The Employee Timesheet will load and any clockings with a location will be highlighted in blue
(Fig 8)

. L)
View Employee Timesheet ? =) K
n 2 3 » » Displayingitems 1to 1 of 3
Employee Code: 1
Employee Name: Andy Davenport
Clocking #: 1
Department:
Date Expected Shift Rounded Clockings Warnings Bald Hours
pe: g 9 Breaks
18/01/2016 09:00-17:00 m Out - out Expected Hours: 08:00 [ 00:00 Normal | 04:47
Monday 09:00M 13:47 Total: 04:47
Absence:
19/01/2016 09:00-17:00 B out 5 out Expected Hours: 08:00 [ 00:00
Fig 8

Clicking on a blue clocking will load a Google Map showing the clocking location recorded
when that clocking was made (Fig 9).

Clocking Location

Employee Code : 1 (Andy Davenport)
Clocking Date: 18-Jan-2016 (Monday)
Clocking Time: 01:47 PM
Guiseley pramnam
. Map Satellite v » Scarcroft —
Yeadon
Baildon s ] mm Shadwell Thorner  A64 ] T
11— Horsforth X, - getterten
Shipley SN SeA AN N B e
‘ Employee Location: x RRBWiDEImet Aberford

Address: Bldg, 3 Gelderd Rd, Leeds, West Yorkshire LS12 6LX, UK
‘ (Latitude: 53.77909, Longitude: -1.57921)

‘ton . v T g T 7 ~ZZ —
Bradford Pudsey 2 F\\[ I;eeq‘s\\ =~ Micklefield
= A63

= Swillington Kippax

N7 N Ledsham
gl Qulton \1“ “ v Allerton i
\ \/Tquwater ‘»\,//\’; ~ ;Falr?ur
A58 Birstall Methley ';i ) - \<
sperholme Clecihaton Lofthouse X \

N x Castleford
A ,

Batley Stanley” —

. ABFighouse Normanton

!

Fig 9

Note: manually adjusted clockings will still show the employee’s location when the original
clocking was made.
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Setting up Employee Logins for Mobile Clocking

Any employee’s who will be clocking in and out via a mobile phone will need a username and
password creating for them. Logins are stored in the employee’s Employee File. Click on
Employee — Employee (Fig 10).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

Employee

Summary Who's In

&l Department: | All Department [v]

Working Rules: | Normal
Period: | 07 Apr 2014 - 13 Rpr[y] @ No Record Found
Select Employee By: | Company E]
Company: | All Company [v]

Number of Clocking Errors : 0
Number of Warnings : 0

Number of Unauthorised timesheets : 0

Quick Add

Fig 10

A list of all employees will be loaded (Fig 11). Find the employee and click the Edit button.

Manage Employee

Filter Criteria

Employee Code: First Name: LastName:

Company: | All Company E] Department: | All Department E] Branch: | All Branch

Card Number: Status: | Current E]

Employee List

Code First Name Last Name Card Number Company Branch Department Mobile Email Edit Terminate
01 Andrew Davenport 1 Clocking Systems Support D @
02 Rosemary Basset 2 Clocking Systems Admin @
03 Lee McGann 2 Clocking Systems Sales [ @
04 Tom MCCann 4 Clocking Systems Support El @
05 Kevin Metcalf 5 Clocking Systems Technical [ @
Displaying items 1t0 5 of 5 Page Size

Fig 11
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The employee’s information will be loaded, on the Employee Details tab locate the section
marked Login Details (Fig12).

Manage Employee

Employee Detail | Next of Kin | Leave Entitlement | Working Rules | Hanvon Device Config

Personal Detail

*Employee Code: 1 *Card Number: 1
Title: = Select Title ;] *First Name: Andy
Initial: *Last Name: Davenport
Date of Birth: g *Joining Date:  04/01/2016 @
Gender: = Male L] Payroll Number:
Marital Status: = Single L] Children: 0
Religion:  Christian Nationality:  British
Login Detail
Allow Mobile Clocking: *Username: andy

*Password: sse*

*Confirm Password:  sss

Contact Detail

Address: | 554 Broadgate Lane Postal code:  LS18 5BS

Leeds

Fig 12

Tick the box marked Allow Mobile Clocking.

In the field marked Username enter the employee’s username for the Mobile Clocking module.
Enter the password in the Password field and then enter it again the Confirm Password box.

Then click the Save button.
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Roster to Role

If purchased the Roster to Role module allows the user to assign a job role to an employee
when they set a scheduled start and finish time. It's then possible to monitor the hours worked
against each role by that employee and by all employees over a date range.

Setting up Roles

Before employees can be rostered to a role the roles needed to be defined. When the Roster
to Role module is enabled an additional Classification is made available called Role. Unlike the
other Classifications employees are not assign to a role when they are added to the system.

From the top menu select Configuration — Classifications (fig 1).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

License Details

Summary system Settings

Classifications Department : | All Depa

Categories
n 2016 - 03 Jul %

Working Rules ® No Record F(

<«

Absence Codes

<«

User Menu Rights

Import Clocking Data
Number of

Import Employee List

Fig 1

The Classifications section of the system will then load (Fig 2).

~ Welcome,InfoTimeAdmin
Infolime @ | o tomoc Lo

Dashboard Configuration Employee Leave Timesheet Reports

[ Company | ranch | Deparment | Dertion | Grace L3

Manage Roles

Filter Criteria

Add New
Role List
Role Code Role Edit Delete
R2 Admin (2 x
R1 Bar (2 x
Displaying items 1 to 2 of 2 Page Size 10 4
Fig 2

Page |80



InfoTime

From this screen select the Add New button. An additional entry will be created in the Role
List which the fields open for you to define the role (Fig 3).

M Welcome,InfoTimeAdmin

@Info'lime 8 e

Dashboard Configuration Employee Leave Timesheet Reports

Manage Roles

Filter Criteria

Add New
Role List
Role Code Role Edit Delete
I d 9
R1 Bar 2 X
R2 Admin 2 x
Displaying items 1 to 2 of 2 Page Size 10 4
Fig 3

The Role Code is any short code you want to assign for this role. The Role is the actual name
of the role, this is the information that will be shown when assigning a role to an employee.
Once you have entered this information click floppy disk icon to save the role. It as is possible
to define as many roles as needed.

Assigning a Role to an Employee

Roles can only be assigned to employees based on their scheduled start and finish times (i.e.
the employee will work 09:00-17:00 as Admin). If an employee is to work more than one role
on a given day then a Split Shift can be applied which will allow for the hours to be split
between two roles. To access the Schedule Planner click on Timesheet — Schedule Planner

(Fig 4).

@ Infolime

Dashboard Configuration Employee Leave Timesheet Reports

View Employee Timesheet

Schedule Planner

Working Rules: | Weekly
Employee # Name
Period: | 21 Apr 2014 - 27 Apr[y] it
6 Dave McMaster 22/
Select Employee By: | Company [v] 5 et poy
Company: | All Company E 22 Matt Bleasby 22/
Number of Clocking Errors : 0 25 Luke Chadwick 221
Number of Warnings : 25 £ aldeman0oorek 2
Number of Unauthorised timesheets : 20 . DISHICIS MEleIs s
31 Rosie Sharp 221
23 Holly Jemmeson 221
3 Dave Dempster 22/
Quick Add na demvctiotun an

Fig 4
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The Schedule Planner screen will load. Initially it will only show the Filter Criteria (Fig 4)

Schedule Planner

Filter Criteria

From Date: % Days: To Date: @

Select Employee By: = Company v Company.  All Company v Order By: | Name v

Working Rule: | Weekly Status: | Current v| Search m

Fig 4

The first thing you need to do is set the date range you wish to see. You can set the date
range to be as long as you require i.e. if you are entering a roster for this week just select
this week, if you are entering a pattern that repeats every three weeks set the date range to
show the three weeks. It is advisable to set the From Date as the first day of the pattern and
then the To Date to the last day of the pattern.

You can also set the filter to only show employees in a particular Department, Company, etc.
Once you have set the criteria click the Search button.

The screen will refresh to look like Fig 5.

T g ‘ 5555
Select Employee By: | Company [v] Company: | All Company v/ Order By: | Name v/
Working Rule: | Weekly Status: | Current v: m
d P =
DEMO
No Name 21 | 22 |23 4 25 26 I \
~
29 Trevor Paget F
5 Dave Pearson
15 Ben Riding
31 Rosie Sharp
21 Mark Voce
9999 | Fred Ward
v
Displaying items 1 to 26 of 26 Page Size 50 |w

Fig 5
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To enter a schedule and assign a role on a particular day, locate the employee and right click
on the day you wish to set a start and finish time for, a menu will load (Fig 6).

T S oTTOTTT

No Name

v

% | 21 |

29 Trevor Paget

5 Dave Pearson

15 Ben Riding

31 Rosie Sharp

21 Mark Voce

9999 | Fred Ward

Add Main Shift

Displaying items 1 to 26 of 26

Add Optional Shift
Save Pattern
Copy Pattern
Paste Pattern
Apply Pattern
Clear Selection

Fig 6

From the menu select Add Main Shift.

The Manage Shift Schedule Wizard will load (Fig 7).

Page Size

Manage Shift Schedule

Select Employee | Shift Information = Overtime/Normal time Summary

Select Employee By

@ Select employee by code: 9999
(O Select employee by company: Select Company E
O select employee by department: = SelectDepartment  [v| EEEEEISY
O Employee # Name Clocking #
9999 Fred Ward 9999
Next
Fig 7

The screen confirms which employee you have selected. Click Next.
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The next screen details the Shift Information such as Start Time and End Time (Fig 8).

Manage Shift Schedule

Select Employee | Shift Information | Overtime/Normal time Summary

*Working Rule : Open
*Shift Date: 15/07/2016
Split Shift:
*Start Time: = 00:00
*End Time: = 00:00
Role: | SelectRole ¢

*Display Colour: 1b76a6 [ .

Fig 8

Enter the Start Time and End Time in 24 hour format. Use the drop down menu next to Role
to select the Job Role assigned to the employee for this schedule. For the Display Colour click
the colour selection tool to the right of the box containing the colour code, you can then pick
the colour displayed on the schedule planner from the list of available options.

Click Next, a summary will then be displayed giving details of the schedule you have entered
(Fig 9). If you are happy with the settings click Save to add the schedule. Otherwise click
Previous to go back and amend the shift.

Manage Shift Schedule

Select Employee = Shift Information Overtime/Normal time | Summary

Summary. Please check the detail below and click on Save or Cancel to confirm {
If the detail are not correct, click on back button and amend accordingly.

Employees(s)
: Employee # Name

888888 Joe Bloggs
1 Employee(s) selected.
Shift Date: 16/06/2014
Working Rule: Standard

Shift Times: 08:00 to 14:00

Display Color .

[ " ) ) i
Previous Save Cancel

Fig 9
Viewing Hours Worked at Each Role by one Employee

Once an employee is scheduled to a Job Role it is possible the view the hours worked at each
Job Role on the Employee Timesheet. The hours will be shown on each day of the period and
then at the end of the period a summary will be produced shown the hours worked against
each role for the whole of that period.
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To access the Employee Timesheet screen select Timesheet — View Employee Timesheet (Fig

10)
@ Infolime - -

Dashboard Configuration Employee Leave Timesheet Reports

view Empioyee Timesheet [

Schedule Planner

Timesheet Summa
Working Rules: = Weekly L Y/ E
Period: | 23 Jun 2014 - 29 Jun E FE fae 4
31 Rosie Sharp 27104
Select Employee By: = Company E 1 Andy Davenport 27104
Company: | All Company 24 Andrew McMillan 2704
Number of Clocking Errors : 13 13 Chris Kilsby 27104
Number of Warnings : 85
Number of Unauthorised timesheets : 7
Quick Add
Fig 10
The Employee Timesheet screen will load (Fig 11)
View Employee Timesheet
Filter Criteria
Employee: | Company. | All Company E Department. | All Department E]
*Working Rules: | Select Working Rule E Period: | Select Working rule E Status: | Current B

T

Fig 11

You can use these settings to determine which employees and which pay period you wish to
with to look at. Set the Working Rule and the Period and then click Search.
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The screen will refresh and the Timesheet for one employee will load (Fig 12).

View Employee Timesheet ? =K
Displaying items 1 to 1 of 1
Employee Code: 11
Employee Name: Elliot Rogerson
Clocking #: 11
Department: 7
Date Expected Shift Rounded Clockings Warnings B:::l’( = Hours Role Hours
09:00-17:00 . " 00:00 . i q
25/07/2016 In Out n Out Expected Hours: 08:00 [, Normal  08:00  Admin  08:00
M Total: 08:00
onday 0g:00M  17:00M
Absence:
11:00-12:00 . p 00:00 o ; 2
26/07/2016 2000-23-00 i out In Out Expected Hours: 04:00 [ Normal 04:45 Admin | 01:30
Total: 04:45 Bar 03:15
Tuesday 1:00M  12:30M
Absence:
In Out In Out
20.00M  23:15M
09:00-17:00 o 2 00:00 . i .
27/07/2016 m Out - Out Expected Hours: 08:00 [ » Normal 08:30  Admin 08:30
Total: 08:30
Wednesday 0830M  17:00M
Absence:
11:00-12:00 . . 00:00 . i q
28/07/2016 20:00-23-00 il oOut In Out Expected Hours: 04:00 2 Normal 07:15 Admin  03:00
Thursd Total: 07:15 Bar 04:15
ursdey 0g:00M  12:00M
Absence:
In Out In Out
19:00M  23:15M
09:00-17:00 o " 00:00 " i q
29/07/2016 i out In Out Expected Hours: 08:00 [, Normal = 08:00 Admin | 08:00
Frid Total: 08:00
ey 0g:00M  17:00M
Absence:
00:00-00:00 . " 00:00
30/07/2016 K out In Out Expected Hours: 00:00 [ »
Saturday Total: 00:00
Absence:
00:00-00:00 o . 00:00
31/07/2016 M out n Out Expected Hours: 00:00 | »
Sunday Total: 00:00
Absence:
Period Total Break Down by Role
Total Hours:  36:30 Hours Admin:  29:00 Hours
Expected Hours:  32:00 Hours Bar:  07:30 Hours
Normal:  36:30 Hours
Holidays:  00:00 Hours

Fig 12

On the timesheet an entry will be made for each day of the Pay Period. In this entry you will
see the Expected Shift, the Clockings, any warnings, any paid breaks and then the total hours
worked split into the different time categories.

At the bottom of the screen you can cycle through the employees using the arrow keys.
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Viewing Hours Worked at Each Role by All Employees

Using Role Tracking Analysis it is possible to review the hours worked at each role over a
given date range. To access Role Tracking Analysis, from the menu bar select Reports — Role
Tracking Analysis (Fig 13).

@ Infolime

Dashboard

Configuration Employee Leave Timesheet Reports

View Booked Absences

EVELG Error Report
Working Rules: | Open 3] epa e
Employee Waming

Period: | 27 Jun 2016 - 03 Jul %

Timesheet Summary
Select Employee By: = Company :

Employee Timesheet
Company: | All Company :

Employee Timesheet - Custom
Number of Clocking Errors : 0 Date Range

Number of Warnings : 0 Employee Timesheet With

Classification
Number of Unauthorised timesheets : 0

Manually Adjusted Clockings
Report

Employee Leave Report

Leave Summary Report

Quick Add
Add Employee Add a Clocking Add a Holiday

Sage Payroll Output
Role Tracking Analysis

Scheduled Reports

Fig 13

The screen will change to show the report Filter Criteria (Fig 14). A similar screen will load
regardless of which report you chose.

Role Tracking Analysis

Filter Criteria
From Date: |27/06/2016 % Days: 35 To Date: | 31/07/2016 @
Employee: Roles: Bar, Admin Company: | All Company 4 Department: | All Department 5

4 4.1 of1 b DI @ find | Next - @)

Infolime

Role Tracking Analysis
Printed By : InfoTimeAdmin,
From : 27/06/2016, To : 31/07/2016, Role List : Bar, Admin

Role Tracking Analysis

1

Employee Code Name Admin Bar

11 Elliot Rogerson 29:00 7:30

13 Panos Alexandropoulos 8:00 41:00
Total Role Hours : 37:00 48:30

Fig 14
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Trouble Shooting

e Check that you have entered the correct address in the address bar of your web
browser. Make sure the address takes the form http://localhost/InfoTime where
InfoTime is the name of the Virtual Directory you entered during the installation.

e If you have Skype installed make sure that it is set to not use port 80 for
communications. To check this open Skype and go to Tools — Options. From the list of
options down the left hand side select Advanced — Connection. You will see a tick box
marked 'use port 80 and 443 as alternatives for incoming connections’untick this and
reboot your computer then try accessing InfoTime again.

HTTP Error 404.2 - Not Found

The page you are requesting cannot be served because of the ISAPI and CGI Restriction list settings on the Web server.

Most likely causes:

* No handler mapping for this request was found. A feature may have to be installed.
* The Web service extension for the requested resource is not enabled on the server.
e The mapping for the extension points to the incorrect location.
e The extension was misspelled in the browser or the Web server.

Things you can try:

* Install the feature that handles this request. For example, if you get this error for an .ASPX page, you may have to install ASP.NET via IIS se
* Verify that the Web service extension requested is enabled on the server.

1. Open the IIS Manager and navigate to the server level.

. In the Features view, double-click ISAPI and CGI Restrictions to verify that the Web service extension is set to Allowed.

. If the extension is not in the list, click Add in the Actions pane.

. In the Add ISAPI and CGI Restrictions dialog box, type the path of the .dll or .exe file in the ISAPI or CGI Path box, or click Browse t|

. In the Description box, type a brief description of the restriction.

. (Optional) Check "Allow extension path to execute" to allow the restriction to run automatically. If you do not check this option, the rd
the restriction later by selecting it and clicking Allow on the Actions pane.

7. Click OK.

an s wN

NOTE: Make sure that this Web service extension or CGI is needed for your Web server before adding it to the list.
e \lerify that the location of the eviencion ic correct

Fig 1

e ISAPI and CGI scripts are currently restricted on your web server for the .net
framework. To enable these, go to Windows Start Menu - Control Panel -
Administrative Tools — Internet Information Services (IIS) Manager. This will load the
IIS Manager. Locate the section marked ISAPI and CGI Restrictions (Fig 2) and double
click it.
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File View Help

Connections

» -8 ANDYWINS (TIMEPG\andy)

03! ANDYWINS Home

Filter: - Go ~ % Show All | Group by: Area b =
ASP.NET
= % q v | = ) ==
’_% \\/ 4%_4 “ = f = ab)| ,(? ’_E:‘
NET NET .NET Error NET NET Trust  Application Connection Machine Key Pagesan
Authorizat... Compilation Pages Globalization Levels Settings Strings Controls|

o H & @& & S

Authentic... Compression  Default Directory  ErrorPages  Handler HTTP ISAPl and  ISAPI Filte:

Document  Browsing Mappings Respon... CaGl
— Restrictions
- = <
i\, 2| @ = Fy Xy
Output Request Server Worker
Caching Filtering Certificates ~ Processes

Management

B & &

Configurat..  Feature Sha

red

Editor Delegation Configurat...

Fig 2

You will be presented with a list of the various CGI and ISAPI controls on your server along
with details of whether they are currently allowed or not (Fig 3).

File View Help

Connections

493 ANDYWINS (TIMEPG\andy)
- [5) Application Pools
> @ Sites

égg ISAPI and CGI Restrictions

Use this feature to specify the ISAP

Group by: No Grouping <

| and CGI extensions that can run on the Web server.

Descriptisn Restriction
ASP.NET v2.0.50727 Allowed
ASP.NET v2.0.50727 Allowed
ASP.NET v4.0.30319 Not Allowed

Path

Fewindir?\Microsoft. NET\Framework64\v2.0.50727\aspnet_isapi.dll
Y%windir?%\Microsoft. NET\Framework\v2.0.50727\aspnet_isapi.dIl
Fewindir?\Microsoft. NET\Framework\v4.0.30319\aspnet_isapi.dll

ASP.NET v4.0.30319 Not Allowed

F%ewindir?\Microsoft. NET\Framework64\v4.0.30319\aspnet _isapi.dll

Fig 3

Local any entry that relates to ASP.NET version 4 and ensure that the Restriction is set to
Allowed. If any are set to Not Allowed, right click and select Allow. Once you have changed
the setting for all instances of version 4 try accessing the web page again.
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Server Error in '/InfoTime' Application.

Configuration Error

Description: An error occurred during the processing of a configuration file required to service this request. Please review the specific error details below and modify your confi
Parser Error Message: Unrecognized attribute ‘targetFramework’. Note that attribute names are case-sensitive.

Source Error:

Line 53: during development.

Line 54: -

Line 55: <compilation debug="false" targetFramework="4.0">

Line 56: <assemblies>

Line 57: <add assembly="System.Management, Version=4.0.0.0, Culture=neutral, PublicKeyToken=BO3F5F7F11D50A3A" />

Source File: Ciinetpub\wwwrootinfoTime\web.config  Line: 55

Version Information: Microsoft NET Framework Version:2.0.50727.8000; ASP.NET Version:2.0.50727.8001

Fig 4

This usually means that InfoTime has been installed into a server Application Pool running the
wrong version of the .Net Framework. To enable these, go to Windows Start Menu — Control
Panel — Administrative Tools — Internet Information Services (IIS) Manager. This will load the
IIS Manager. On the left hand side you will see and entry for your PC, double click this to
expand it. Double click the option for Sites, then double click Default Web Site. You should
then see and entry for InfoTime (Fig 5).

File View Help

& 9 /InfoTime Home
~ L=
KE —
4N ANDYWINS (TIMEPG\andy) Filter: + % Go - G ShowAll | Groupby: Area - -
3 Application Pools
2 @) Sites ASP.NET - ‘
4 €D Default Web Site =N &/ a4 “ |*‘|" 12 q ‘;3 =
..[] aspnet_client KE 404 Hes o EV | =
N NET NET .NET Error NET .NET Profile .NET Roles .NET Trust .NET Users Applicatid
- Authorizat... Compilation Pages Globalization Levels Settings

Providers  Session State SMTFFJ E-mail

s
B : o = [ & & 84 7=
Authentic... Compression  Default Directory  Error Pages Handler HTTP Logging  MIME Typ|
Document  Browsing Mappings Respon...

8

SSL Settings

Management

Fig 5
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The first option under the General section will be Application Pool (Fig 6), change this setting
to either .Net V4.5 Classic or ASP.NET v4.0 Classic (this will depend on the version of .Net you
have installed)

Advanced Settings > IEM |
Application Pool .NET v4.5 Classic
Physical Path C\inetpub\wwwroot\InfoTime
Physical Path Credentials
Physical Path Credentials Logon ClearText
Preload Enabled False
Virtual Path InfoTime
4 Behavior
Enabled Protocols http
(General)
OK Cancel
Fig 6

Once this is set click OK. Then try accessing InfoTime again.

Server Error in '/InfoTime' Application.

Configuration Error
Description: An error occurred during the processing of a configuration file required to service this request. Please review the specific error details below and modify your configuration file appropriately.
Parser Error Message: Could not load file or assembly 'Microsoft. ReportViewer.WebForms, Version=10.0.0.0, Culture=neutral, PublicKeyToken=b03f5f7f11d50a3a' or one of its dependencies. The system cannot find the fil

Source Error:

Line 75: <add assembly="System.Windows.Forms, Version=2.0.0.0, Culture=neutral, PublicKeyToken=B77A5C561934E@89" />

Line 76: <add assembly="System.Web.RegularExpressions, Version=2.0.0.0, Culture=neutral, PublicKeyToken=B@3F5F7F11D50A3A" />
Line 77: <add assembly="Microsoft.Reportviewer.WebForms, Version=10.0.0.0, Culture=neutral, PublicKeyToken=B@3F5F7F11D50A3A" />
Line 78: </assemblies>

Line 79: <buildProviders>

Source File: C:linetpubwwwroot\infoTime\web. config  Line: 77

Assembly Load Trace: The following information can be helpful to why the Microsoft. ReportViewer. WebForms, Version=10.0.0.0, Culture=neutral, PublicKeyToken=b03f5{7f11d50a3a' could not be load

WRN: Assembly binding logging is turned OFF.

To enable assembly bind failure logging, set the registry value [HKLM\Software\Microsoft\Fusion!EnableLog] (DWORD) to 1.
Note: There is some performance penalty associated with assembly bind failure logging.

To turn this feature off, remove the registry value [HKLM\Software\Microsoft\Fusion!EnableLog].

Fig 7

While this looks to be the same as the previous error message, the highlighted red line relates
to a different part of the application. The reports in InfoTime require Microsoft Report Viewer
Version 10 to be able work correctly, if you receive the above error then the server PC does
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not have Microsoft Report Viewer installed. You can download the installation routine for this
from http://www.microsoft.com/en-gb/download/details.aspx?id=6442 (or search on the web
for Microsoft Report Viewer 10). Once you have downloaded this, run the installation. After
the installation completes reload the InfoTime web page and you should now be presented
with a login screen.
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