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Introduction

PC Entry offers employees and their supervisors the ability to view daily schedules, accrued benefit time,
and perform position/department transfers from the PC. Employees can punch in and out by entering their
personnel identification number. When logged on in "Manager Mode" supervisors can review employee
hours and add miscellaneous adjustments such as holiday hours. All transactions are handled through the

Labor Manager program.

Benefits

e PC Entry provides employees with a quick and easy way to enter time using a PC instead of a
time clock or timesheets.

e PC Entry provides managers with a quick and easy way to view/update employee time records.

Criteria

e PC Entry must be designated in your software branding.
e Access to PC Entry is limited to a designated number of users.

e The Time and Attendance system must be installed on a network so that the file containing the
time data entered by the employees can be accessed for processing to their timecard.

e The Time and Attendance System must be configured for PC Entry (refer to next section).
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Configuring PC Entry

Personnel Tab

In order for a designated employee to use PC Entry, the Allow PC Entry field located on the employee’s
Personnel Profile must be checked. Personnel Profiles are accessed in the Labor Manager program.

To open the Labor Manager program click Start>Programs>ADI Time>Labor Manager.

1
2. Sign in using your username and password.

3. Click Personnel and use the Employee Browser to locate the employee.

4. On the employee profile’s General tab, click to place a check mark next to Allow PC Entry.

. Personnel Edit ‘Apple. George'

He £ Goo He"jI@ M @a(= M ﬁlﬂ
i

W[

&
Search

Save | Browsei| Delete | Undo First | Prev | Next | Last
General Personnel | Background | Work Pref | Other |  UDF Taxes
Name Primary Dept / P
Lastliople ™~~~ | e o |
: (01) 5t Mary's Hospital
Fiist|George Ml (01]) Boston
[01) Pediatrics
Shait[Apple. George [000100) Nursing
O {000111) AN
Pay Group
FULL TIME i
Sep | 134-58-4495 - |
£ Shift ID
Employee ID # |13 1ST_RN_LPN =
Clock ID # 18 Sohedule
[~ Use Department Schedule

Schedule Mode

-  Mone Show Show Time
ST & Master Schedle Schedule Card
Sally Norris d £ Rotation Schedule: Show

Master Schedule Accruals | Show L0As
Check all that apply E DOFH 3 DRAH -
[ AllowPC [ NpPay " g Show
Time Entty o toPunch Points | Notifications

o Paid to Sehed
Holidays [~ Mo Download

Paints Group
[Standard Points =l

Acciual Group

[Salaried =

5. Click the profile’s Other tab and assign an Employee Password.

. Personnel Edit ‘Apple. George'

Fie Edt Goo Help

Undo

o H

Browsei| Delete

@ | 5

Prev Nesxt

Exit

Help
T UDF T Taxes

Save Fust Last | Search

General | Personnel | Background | Work Pref | Other;

Emergency Contact Y

Name | l[]—
Address d
;I Type of phone
Phone |[ ) -
Language/education Hand Punch

Primary English Threshold: 0
Secondary Last Updated:  H/A

Education

Employee Password rmk Hours

Notification Level I Password: gl;:Ed H“W@
1]

6. Click Save to save the changes made to the employee profile.
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PC Entry can be configured, using the Configuration Manager program, to either generate Punches or
provide access to the Time Card by setting the Use as Timecard Entry field.

1. To open the Configuration Manager program, click Start>Programs>ADI Time>Labor

Configuration.

2. Choose System Parameters and click the Time & Att tab. In the PC Entry area of this screen you
will find the Use as Timecard Entry field.

System Parameters M= 3
File Help
7 oy
k| 2 a2,
Save Undo Help Exit

System “1 PelsunnelTSld SchedT Payroll T Comm T Retention
— Options Ti dJob Entiy — - Absence Type —
Tips Collected I " NotWalidated = Mone
Use Supervisor: ird & Select from List " Punches
Load S5ched on Holiday: v " User Entryp/\alidated & Misc. Pay
Allow AutoPunch v Too Many Hours Warning: I 22.00 E
Auto Punch Default ¥ | Max Punch Sets for Day: I E

5 4
Salary Misc Auto Punch v

PC Entry
Enter Job on Mizc Pay v Adjustments
Use Punch Colors I’ ¥ Activate Hours Adjustments
Allow T/C Daily Reasons [ v Allow Manager Use
¥ Use as Timecard Entry
Select Colors

3. If you want employees to be taken to their time card when they click the PC Entry Time Entry
button, click to place a check mark next to Use as Timecard Entry.

If you want employees to generate a time punch when they click the PC Entry Time Entry button,
click to remove the check mark next to Use as Timecard Entry.

A security profile must be configured when the Use as Timecard Entry field is checked and/or if the
Activate Hierarchy List Limitation (System tab) feature is used. On the Configuration Manager
program’s main screen choose Special Maintenance and select Security.

W User Security: New M= &3
Fle Edt Gotn RBepots Help
e - . oy N [ A
([ BT a5 M
MNew Save | Browse | Lopy | Delete | Undo First Prey Mest Last Help Exit
1 1
Employes Access
User | Password: | & Select Al
£~ By Company
User Mame: | " By Location
£ By Division
Email: I " By Department
£ By Position

I Default Employee Profile [~ Disable seli-approval

Own Access —
Employee:| pple, Gieos - ’? e € By Emplayes

Mot Allowed

¥ Al Applications?
¥ Run Reports?

Note: When the Time Card Approval feature is used, additional configuration is required. See page 20 for

more information.
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Employee Functions

Employees have access to all functions on the PC Entry screen with the exception of the Hours Adj.
button. To access this button an employee must be designated as a supervisor or manager in their
personnel profile.

You can use PC Entry for the following functions:

Generate Time Punches
View your daily schedules, hours, and accrual allotments
Perform a transfer to a different position or department

Approve your timecard (only when the timecard approval feature is turned on for employees —
see the Timecard Approval Feature section of this manual on page 21).

Generating Time Punches

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.

2. Enter your employee badge number in the Clock ID field and click Enter on the numeric keypad.

3. Click Time Entry.

*% ADI Time PC Entry =] E3
File  Help
|N0vember 11. 2004 | 2:43:21 PM

www_aditime.com

Clock ID
Apple. George

il Transfer |
Ll Yiew Hours
N

Schedule

Accruals |

Hiours Ad | Manager

Cancel |
_lmb Time Entry

4. Click Yes to confirm the date and time of the entry.

ADI Time PC Entiy

@ Ok to punch Apple, George on November 17, 2004 at 02:54 pm?
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5. A confirmation message is displayed. Click OK.

@ Purched &pple, George at 2:56 pm

Note: The entry does not appear on your time card until it is posted within the Labor Manager program.

Viewing Hours

The View Hours function is used to view pay period totals. Data on the hours screen is broken down by
day/date, start/stop time, position, pay type, and total hours.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Enter your employee badge number in the Clock ID field and click Enter on the numeric keypad.

3. Click View Hours.

*% ADI Time PC Entiy [_[O]x]
File Help
[November 11. 2004 | 2:59:41 PM

www.aditime.com

‘ Clock ID

. Apple. George
7| 8| 9| || D

4] 5] s
1] 2] 8|
ﬂ Hours Adj

Cancel
T onae Time Entry
[11711/2004 2:56:00 PM

View Hours Schedule

Accruals

HRH
i

Manager

4. Here you review all worked and miscellaneous pay hours.

. Hours for Jones, Peter from November 07, 2004 to November 13, 2004
Date Start Stop Position Pay Type Hours =
Movember 08, 2004 07:00 am 03:30 pm CHA REG 8.l]_|
November 09, 2004 06:59 am _ |03:35 pm | SHIFT SUPERVISOR PREMIUM 8.5
November 10. 2004 07:01 am  [03:32 pm |CHA REG a0
November 11. 2004 07:00 am__ |03:30 pm__|SHIFT SUPERVISOR PREMIUM 8.5
Movember 12, 2004 07:02 am _ [03:30 pm __ |CNA REG 8.0

Total 41.0=
| »

Print | Prev | Next | Finish |

5. Click Next or Finish to return to the PC Entry login screen.

6. Click the X in the upper right hand corner to close the ADI Time PC Entry program.
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Transferring Department/Position

The Transfer function is used to perform position/department transfers. You may select a
position/department transfer from the position list.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Enter your employee badge number in the Clock ID field and click Enter on the numeric keypad.

3. Click Transfer on the numeric keypad.

*#% ADI Time PC Entry
File Help

[_[D]x]

[November 11. 2004 | 2:59:41 PM

www_aditime_com

- Apple. George

‘ Clock ID

z1lal g Transter
4 ® LI View Hours Schedule
1 2 3
J Accruals
BkSp| O Clear
Hours Adj Manager
Enter
Cancel
T pnaed Time Entry
[11/1172004 2:56:00 PM

4. Click a line to highlight the position/department to which you want to transfer.

iw,. Transfer for Apple, George |_ (O] x|
Puozition List

Comp Loz Div | Dept Foz M ame Clock 1D =
m 1 M |ooooo 001 RM 111
01 0 |oooioo 000113 FER DIEM 113
1 M| ooo1o0 Q00114 SHIFT SUPERWISOR 114
1 m | oomm ooy Ch, 107
1 mn |oomom 000108 CHA-CALLIM 108
01 o |oooioz 0001 06 MURSES AlD 106
1 M| 000200 Q00109 haIMNTEMANCE 109

1 | 000200 000110 BOILER ROOM 110 -

al 1 9
Cancel Prev Next | Finish |
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5. Click Finish. A confirmation prompt appears.

ADI Time PC Entry

@ Ok ta transfer &pple, George to 'LPN' on Movember 11, 2004 at 03:10 pm?

6. Click Yes. A verification prompt appears indicating that the transfer generated successfully.

7. Click OK to return to the ADI Time PC Entry screen.

Viewing Your Schedule

The Schedule function is used to view your schedule for a selected day.

1.

2
3.
4

Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.

Enter your employee badge number in the Clock ID field and click Enter on the numeric keypad.

Click Schedule.

A Calendar appears. Double-click the specific calendar day of the schedule you want to view. Use
the arrow keys to navigate to a different month.

Your scheduled start time, stop time, and position for the selected day is displayed.

. Schedule for Apple, George on December 20, 2004

Position

Start Stop
02:45 pm [11:00 pm

Print | Prev

MNext | Finish |

6. Click Next or Finish when you are finished viewing the schedule.
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Accruals
Accruals is used to view allotted and remaining accrual hours (i.e. sick/vacation/personal).

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Enter your employee badge number in the Clock ID field and click Enter on the numeric keypad.

3. Click Accruals.

*% ADI Time PC Entry

File Help
|N0vember 11. 2004 2:69:41 PM

www_aditime_com

Clock ID ‘

. Apple. George

ﬂ il ﬂ T
L il il View Hours Schedule
1 2 3
BkSp ﬂ Clear > et
ﬂI Hours Adj Manager

Cancel

[Cast punched
11171172004 2:56:00 PH

Time Entry

4. Here you view your Allotted and Remaining hours. This screen is not open to editing.

w. Accruals for Jones, Peter |

1D Accrual Type Desc Accrued Available Expiration Date
HOL Sick 24.00 24.00
YAC Yacation 80.00 6400

Brint | Prev MNext |

5. Click Next or Finish to return to the PC Entry screen.
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Manager Functions

Managers have access to all functions on the PC Entry screen including the Hours Adj. function. To
access Hours Adj, you must be logged in as a manager. Designate supervisor or manager status for an
employee on the General Tab of their personnel profile. The Manager’s PIN is the employee’s clock ID
(badge number).

Managers/Supervisors have the ability to perform the following:

e Log employees in on the PC Entry screen and perform a variety of functions

e Punch employees in and out

e View employee schedules, employee hours, and employee accruals

e Add miscellaneous hours, using the Hours Adj. function, to the current pay period

Logging In as a Manager

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.

2. Click Manager. The Manager’s ID screen appears.

*% ADI Time PC Entry M=l E3
File Help

|N0vemberl1,2004 | 3:16-47 PM

www_aditime_com

Clock ID

Transfer |

View Hpurg

Accruals |
Clear
rﬂﬂﬂ'ﬂﬂ* Manager
Enter i =anad

Cancel

I Time Entry

Schedule

HEEE

[Efl=|~[= =
HESE

BkSp

3. Enter your Manager’s PIN and click OK.
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i, Manager's 1D |
Pleaze enter your manager's PIN.
7 8 9
4 b 6
Cancel
1 2 3
0 Backspace 113

After clicking OK a verification prompt confirms that you are signed on as a manager.

ADI Time PC Entiy =l

@ Apple, George lagged on for manager functionz.

If an employee not authorized to access manager functions attempts to log in as a manager, the

following prompt appears.

ADI Time PC Entry =l

& Mat autharized to use this function!

10
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4. Clicking OK brings up the ADI Time PC Entry screen, which now indicates Manager Mode. The
manager/supervisor may now perform manager level functions

*% ADI Time PC Entry M= &3
File Help
|N0vember 11, 2004 | 3:21.04 PM

www._aditime. com

Clock ID

Manager Mode

[ Apple. George

ilef o]
o |
ENEEY

Transfer

¥iew Hours

Schedule

Accruals

Hours Adj | Manager

Cancel

Last punched
11411/2004 3:10:00 PM

Time Entry

Generating Time Punches (Manager Mode)

The major difference between a manager generating a time punch for an employee and an employee
generating a time punch is that a manager can specify the day and time of the punch. When an employee
generates a time punch they must accept the system date and time.

Log in as a manager.

el

Click Time Entry.

Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.

Enter the Clock 1D of the employee for whom you want to generate the time punch.

*2 ADI Time PC Entry [_ O] %]
File Help
|N0vember 11,2004 | 3:25:50 PM

www_aditime_com

Clock 1D

Manager Mode
Apple. George

1l
R
ENENEY

Transfer |

V¥iew Hours Schedule

Accruals |

Manager

Hours Adj |

Cancel

Last punched
1141172004 3:10:00 PH

P Time Entry

11
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5. A Calendar appears. Double-click the specific calendar day you want to use.

w. Select Date for Apple, George

6. A time entry screen appears with the system time of the PC displayed in the upper left-hand corner.

To accept the system time click Set to current time.

To enter a different time, use the Time window’s buttons to specify hours and minutes. Note
that the minute buttons increment by five minutes. To select by one-minute increments, use
the Time window’s arrow keys.

[or] 07| 0] so]
02 o8] o] s5]
03] 09| || 10] 40
04| 10| || 15] 45]
05| 11} 20] 50
o5 12|/} 25] s8]
am| pm| | |

.
A

12
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7. Click Finish. A confirmation prompt appears.
ADI Time PC Entry

@ Ok to punch Apple, George on Movember 15, 2004 at 03:30 pm?

No |

8. Click Yes. A verification prompt appears indicating that the punch generated successfully.
9. Click OK to return to the ADI Time PC Entry login screen.

Note: The entry does not appear on your time card until it is posted within the Labor Manager program.

Viewing Hours (Manager Mode)

Viewing hours in Manager Mode differs only in the fact that a manager can view hours for any
employee. The manager cannot, however, edit or add hours on this screen.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Loginasamanager.

3. Enter the Clock ID of the employee for whom you want to view hours.

*# ADI Time PC Entry M= B3
Fil= Help
|N0vember 11, 2004 | 3:21:04 PM
werw_aditime.com
Clock ID Manager Mode

Apple. George

4 | 5 | 6 |> View Hours Schedule
Enter

Hours Adj | Manager

Cancel

Time Entry

Last punched
11411/2004 3:10:00 PM

13
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4. Click View Hours. Here you can review all worked and/or miscellaneous pay hours for this

employee.
. Hours for Jones. Peter from November 07, 2004 to Movember 13, 2004 [ X]
Date Start Stop Position Pay Type Hours =
November 08, 2004 07:00 am _ |03:30 pm__ |CNA REG 8.0_|
November 09, 2004 06:59 am _ |03:35 pm __ |SHIFT SUPERVISOR PREMIUM 8.5
Hovember 10, 2004 07:01 am 03:32 pm CHA REG 8.0
November 11, 2004 07:00 am _ |03:30 pm__ |SHIFT SUPERYISOR PREMIUM 8.5
Hovember 12, 2004 07:02 am |03:30 pm |CNA REG 8.0
Total 41.0~
| »
Print | Prev HNext | Einish |

5. Click Next to view hours for another employee; click Finish to return to the PC Entry login screen.

Transfer (Manager Mode)

Transfer in manager mode differs from employee mode in the fact that a manager can transfer multiple

employees to a different position/department. Employees can only transfer themselves to a different

position/department.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.

Log in as a manager.

2
3. Enter the Clock ID of the employee you want to transfer.
4

Click Transfer.

*# ADI Time PC Entry | _ [Of <]

File Help

|N0vember 11, 2004 | 3:21.04 PM

www._aditime. com

Clock ID Manager Mode

[ Apple. George

g2 | g |

Transfer

s I

Hours Adj | Manager

Schedule

Cancel

Time Entry

Last punched
11411/2004 3:10:00 PM

14
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5. A Calendar appears. Double-click the specific calendar day you want to use.

6. A time entry screen appears with the system time of the PC displayed in the upper left-hand corner.

e To accept the system time click Set to current time.

e To enter a different time, use the Time window’s buttons to specify hours and minutes. Note
that the minute buttons increment by five minutes. To select by one-minute increments, use

the Time window’s arrow keys.

7. Click a line to highlight the position/department to which the employee wants to transfer.

. Transfer for Wilson. Thomas | _ (O] =]

Pasition List
Dept Poz [ Mame
00100 o011 RN
ooofon |oootiz LFN
000100 [000113 |PERDIEM

00101 000108 | CNACALLIN
000102 000106 |NURSES AID
00200 [000103 | MAINTENANCE

000200 000110 BOILER ROOM .1
2

Prew | Mexd | Finish |

Cancel

8. Click Finish. A confirmation prompt appears.

ADI Time PC Entry

"\?‘} Ok totransfer Wilsoh, Thomas to 'CHA" on January ,24-1,.2'005 at 71:23 am?

No |

Clicking Yes returns a verification prompt indicating that the transfer was successful.

ADI Time PC Entry

"\1.‘) Tranztéred Wilson; T hornas at 11:23 am

9. Click OK to return to the ADI Time PC Entry screen.

15
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Viewing a Schedule (Manager Mode)

Viewing a schedule in Manager Mode differs only in the fact that a manager can view the schedule for
any employee. The manager cannot edit a schedule from this screen.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Loginasamanager.

3. Enter the Clock ID of the employee for whom you want to view a schedule.

*# ADI Time PC Entry M= B3
Fil= Help
|N0vember 11, 2004 | 3:21:04 PM
werw_aditime.com
Clock ID Manager Mode

Apple. George

4 5 || 6 V% Schedule
1 2 3
e

Hours Adj | Manager

Cancel

Time Entry

Last punched
11411/2004 3:10:00 PM

4. Click Schedule.

5. A Calendar appears. Double-click the specific calendar day of the schedule you want to view. Use
the arrow keys to navigate to a different month.

6. The employee’s scheduled start time, stop time, and position for the selected day is displayed.

. Schedule for Wilson, Thomas on December 20, 2004

Start Stop Pogition
08:30 am [12-:00 pm |RM
12:30 pm |05:00 pm |BM

Print | . Prev Next | Einish |

7. Click Next to view a schedule for another employee; click Finish to return to the PC Entry login
screen.

16
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Accruals (Manager Mode)

Viewing accruals in Manager Mode differs only in the fact that a manager can view the accruals for any
employee. The manager cannot edit allotted or remaining hours from this screen.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Log in as a manager.

3. Enter the Clock ID of the employee for whom you want to view accruals.

*% ADI Time PC Entry [_[O]x]
File Help
|N0vember 11. 2004 | 3:21:04 PM
www. aditime. com
Clock ID Manager Mode

|“ Apple. George

jlill ill View Hours Schedule

Houws Adj | Manager

Cancel

Time Entry

Last punched
11/11/2004 3:10:00 PM

4. Click Accruals. Here you can view Allotted and Remaining hours of the selected employee.

w. Accruals for Jones, Peter |

1D Accrual Type Desc Accrued Available Expiration Date
HOL Sick 24.00 24.00
YAC Yacation 80.00 64.00

Erint | Prewv

5. Click Next to view accruals for another employee; click Finish to return to the PC Entry login screen.

17
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Hours Adj.

The Hours Adj. function is accessible only to managers/supervisors. This function allows
managers/supervisors to enter miscellaneous hours for employees. Note that Hours Adj. is not accessible
unless the manager/supervisor first signs on to the ADI Time PC Entry screen using the Manager button.

1. Choose Start>Programs>ADI Time>PC Entry or double-click the PC Entry icon.
2. Log in as a manager.
3. Enter the Clock ID of the employee for whom you want to enter miscellaneous hours.

4. Click Hours Adj. A Calendar appears and prompt for a date to be selected:

*& ADI Time PC Entry

] E—

18
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6. Click a line to highlight the Pay Type for which you want adjust hours and click Next.

. Pay Type |_ O] %]
Pay Type List
Fay Type D =
WVACATION WAL =
Yacation Y
UMPAID LEAWE UMPAID
Trade Schedulss TRADE
SICK SICK
REGULAR REG
PREMIUM PREMIUM

Incentive §

[ [HOLID&Y

[HOL

Cancel

Prev

Next | Einish |

7. Click a line to highlight the Position/Department to which you want assign the hours and click Next.

. Select Pos for Jones. Peter H=lE
Paosition List
Comp Loc Div | Dept Pos Mame Clock [0 =
o 0 01 |000100 000111 AN 111 L
o1 0 01 |ood1o0 ooo112 LPN nz
o1 0 01 |ood1o0 000113 PER DIEM 13
01 01 01 |000100 000114 SHIFT SUPERVISOR 114

an0102 000106 NURSES AID 106

an0200 000103 MAMNTENANCE 109

00200 ooo110 EOILER ROOM 110

000300 000104 ADMITTING 104 -
Cancel Prev | Next | Einish |

8. Enter the number of hours to be allotted this entry.

7| 8] 9|
4| 5| 6|
1] 2| 3|
o | ] |

Haurs

8.00

MNext | Einish |

19
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9. Click Next. A confirmation prompt appears.
ADI Time PC Entry |

Ok to process misc pay for Jones, Peter
Fay Type: '0T" on Movember 16, 2004 - Mowember 15, 2004
For: 8.00 Hours - Pog: CHA?Y

10. Click Yes. A verification prompt appears indicating that the process pay generated successfully.

11. Click OK to return to the ADI Time PC Entry screen.

Note: The entry does not appear on the employee’s timecard until it is posted within the Labor Manager

program.

20
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Time Card Approval Feature

Time Card Approval

Time Card Approval allows employees and/or supervisors the ability to review and approve a
timecard before payroll is processed.

The feature is available in Labor Manager and PC Entry.
It is optional and can be turned off completely.

It can be set up for employee approval only, supervisor approval only, or approval by both
employee and supervisor.

It can be configured for daily approval or approval for the pay period as a whole.
Access to the Time Card Approvals feature can be limited by a Pay Group setting.

When Time Card Approvals is activated a new field, Allow Pay Approvals, appears on the Pay
Group General tab.

When left unchecked, an employee assigned to that pay group receives a message indicating
he/she is not permitted to access to the time card.

Be sure to set this field for pay groups whose employees are to use the approval feature.

Time Card Approval Process

To approve a time card, the employee/supervisor navigates to the time card screen. There is a
check box at the bottom of the time card totals area that is checked to approve the timecard.

When both employee and supervisor must approve the time card, the employee must sign off
before the supervisor, unless the system is configured for supervisor override.

After the supervisor approves the time card, the employee cannot revoke his/her approval or
change the time card.

If an employee’s time card is not approved before payroll is processed, a warning message is
displayed. The operator can then review those employees’ time cards.

When the system is configured to allow employees access to their time cards, the Labor Manager
menu displays a third field labeled Clock ID. Employees enter their badge number and password
to gain entry into the system. The employee has access only to his/her time card.

The ability to edit time card and miscellaneous pay information is controlled by a special security
profile.

Supervisors use their personal security logins to access employee time cards; employees use their
badge number plus a password assigned in their employee profile.

21
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Time Card Approval Configuration

Determine whether the employees and/or supervisors are to use the approval feature.
1. Open the Configuration Manager program.
2. Select System Parameters and click the Payroll tab.

3. Set the Pay Approval Type:

+ System Parameters [ _ (5] x|
File Help

P o
Cah i
ihs ‘\)
Save Undu Help Exit

System TTime &AtlT PelsunnelTSld SchedT Payroll T Comm T Retention

Minimum Wage Options used
::rinimum I $5_DUE v Allow Pay Fates by Position
age
= = [+ Allow Miscellaneous Pay
Minimum I ;
Server Wage $3.00 [+ Check Missing Punches
[+ Print NO Pay Rates on Reports
» Pay Approval Type i
" Mone Approve by —— ¥ 0T Rate Min
mployes Da v eck Pay Rates
= Empl = Day [+ Check Pay R

€ Supervizar ) week
+ Pay Period

[+ Allow Recalc Dption
[+ Allow Supervizor Override

e Available choices: None, Employee, Supervisor, Both

o Approval By Day: When checked, a sign-off check box appears for every day of the pay period.
If left unchecked, one check box appears for the pay period.

e Allow Supervisor Override: When checked, the supervisor can sign-off even if the employee
has not yet signed-off for the day/pay period. If left unchecked, the supervisor must wait until the
employee signs-off before approving the time card for the day/pay period.
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4. In the Labor Configuration program on the System Parameters System tab, there is a field labeled
Allow LabMgr Access to Employees.

System Parameters IS B3

Eile Help

2 iy
lwd[ 2y Yoy
(e 'L/

Save Undo Help E xit

System TTime 3 AttT PersunnelTStd SchedT Payroll T Comm T Retention
Level Configuration
Level Multiple | Length | Label Hame | E:E:I
Company I 2 Company Comp
Location e 2 Location Loc
Divigion I 2 Division Div
DeEartment - b Department Dept
Position I 6 Position Pos
Job 15 Job ID Job
Dptions
[+ Use Pictures [~ Master Password
|+ Allow G/L by Position [+ Allow LabMgr Access to Employees: 4
[+ Use Country Settings [~ Swystem Assigned S5H
[~ Activate Hierarchy List Limitation
v Enal:!le Active Directory
Services

o If employees are to sign-off on their timecards, check this box. Otherwise, leave it unchecked.

o Checking this box causes a third field, entry of the employee's badge number, to appear on the
Labor Manager login screen.

5. If employees are to use the sign-off feature, a special security profile must be set up. On the
Configuration Manager’s main menu, click Special Maintenance and choose Security. The
following prompt appears:

@ Warning N Adding the First Security Becord will enable Security. Olkay to Continue ?
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6. Add a New Profile, granting access to the Labor Manager Time Card.

% User Security: [EMTRY-PC Entiy User]
File Edit Goto Reportz Help
L s - 29 T
— ([ Q|2 M@ = || | D
MHew Save | Browse | Copy | Delete | Undo First Frev Mext Last Help Exit
Employee Access
User |ENTF=Y Password: | + Select Al
¢~ By Compaty
zer Mame: IF'I: Entry User " By Locatian
€~ By Division
Email: I " By Department
¢ By Position
Emplnyee:INEINE j " By Employee
I~ Default Employee Prafile
[~ &l Applications?
Al Hane
[ BunReports? él _—I
Application Function | Allowed | Edit Access | Full Access +
Labor Manager I
Personnel = I [
Scheduling Menu =
Time Card Edit I I r
Allow Misc Pay =] i
Accruals Summary = I -

o Select the Allowed check box for Time Card Edit. If the employee should also have access to
edit the time card, select the Edit Access check box.

o Select the Allowed check box for Allow Misc Pay. If the employee should also have access to
edit miscellaneous pay, select the Edit Access check box.

o Check the Default Employee Profile field. Note that only one security profile can be set as the
default.

7. Employees who are to use the sign-off feature must have a password assigned to them. The password
is entered in the Labor Manager program on the Employee Profile screen’s Other tab.
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