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Introduction 3

1.1

2.1

Introduction

Time & Attendance Manager for ESI Systems is a PC application that integrates with ESI phone system
RFID (Radio Frequency IDentification) door readers to allow an administrator to view card and/or fob
entrance/exit events, track employee time and attendance, and assist in the preparation of payroll.

Features

Time & Attendance Manager for ESI Systems features the following capabilities:

Integrates with ESI telephone systems to allow employees to use RFID door reader(s) as a
time clock

Improves efficiency and reduces errors in employee time tracking
Allows an administrator to easily review employee clock in/out events

Calculates employee time automatically based upon in/out events and allowed break
periods

Allows an administrator to manually adjust hours worked
Reports in/out events by RFID reader or by employee
Up-to-the-minute view of each employee's in or out status
Ability for employees to clock in and out via a web page

Payroll report assists in the preparation of payroll

Installation

In order to ensure a successful installation, the steps in the following topics should be followed carefully.

System Requirements

The following are the recommended minimum system requirements in order to install and run Time &
Attendance Manager for ES| Systems:

PC with Windows XP, Vista, 7, or 8

1GB RAM

500MB disk space

Ethernet connection

ESI Communications Server or IP Server 900 phone system with Presence Management option
and one or more RFID Readers configured as “Entrance/Exit”
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2.2

2.3

Installation Preparation

It is recommended that, before attempting to install Time & Attendance Manager for ESI Systems, you
perform the following preparatory steps:

(1) Update your PC with all recommended Microsoft Windows updates. You can begin this process by
going to www.microsoftupdate.com.

(2) Ensure that you have Administrator privileges on the local PC where you will install the software.

Installing Time & Attendance Manager

As of this writing, the latest version of Time & Attendance Manager for ES| Systems can be obtained
from:

http://www.brainherd.com/downloads/tamesi/tamesi.zip

After downloading it, you will need to "unzip" the file tamesi.zip. This can be done on most operating
systems by simply double-clicking the file; a new window will open with the contents of the Zip file
archive. Double-click on the file "Setup.exe":

Search tamesizin D
Search tamesizip

Gty [CD « Time & Attendance Manag... » tamesizi - |+ |
L= = 2 :

Organize » Extract all files = ¥ l-_:l] '_ﬁ:‘

Type

| Application

apce Manager for E...  Adobe Acrobat Document

- Favorites
PR Desktop
SkyDrive
4. Downloads

m

Double-click
on file
Setup.exe

=l Recent Places
PBX Motes
| Marketing
J Sites (2)
| Sites

Select a file
to preview.

.l Libraries

'_ﬂ- Documents -4 1M 3

2 itemns

=

Al

-
<
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Installation 5

NOTE: If there are any additional Microsoft components that need to be present on your PC in order for
Time & Attendance Manager to run correctly are missing, you will be prompted to install them. If you
are, please allow those components to be downloaded and installed (for example, the Microsoft .NET

Framework 4.0, or Microsoft SQL CE).

The initial installation screen appears as follows:

j’é‘ Time And Attendance Manager Setup

Welcome to the Time And
Attendance Manager Setup
Wizard

The Setup Wizard will install Time And Attendance Manager
on your computer, Click ™ext”™ to continue or "Cancel” to
exit the Setup Wizard.

< Back MNext = ] [ Cancel

Click on the Next button to proceed. The following screen shows:
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j’é‘ Time And Attendance Manager Setup 2

End-User License Agreement

Please read the following license agreement carefully

END USER LICENSE AGREEMENT -
IMPORTANT! BE SURE TO CAREFULLY READ AND UNDERSTAND
ALL OF THE RIGHTS AND RESTRICTIONS SET FORTH IN THIS END-USER
LICENSE AGREEMENT ("EULA"), YOU WILL BE ASKED TO REVIEW AND
EITHER ACCEPT ORNP™™ (yickan | 24S OF THE EULA. YOU ARE
NOT AUTHORIZED T& accept... UNLESS AND UNTIL YOU

ACCEPT THE TERMS OF

..and thenyou
may click on the
Mext buttan

(™) I accept the terms in the License Agreement

i@ I do not accept the terms in the License Agreement

Advanced Installer

This is the End User License Agreement for the Time & Attendance Manager software. Please read
through it carefully to ensure that you agree with the terms of your use of this software. Note that you
will need to click on "l accept the terms in the License Agreement" before you are allowed to proceed
with the installation. Then click the "Next" button. Next, you will be asked to specify where you would
like Time & Attendance Manager to be installed:
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ﬁl Time And Attendance Manager Setup |':' | ! %

Select Installation Folder
This is the folder where Time And Attendance Manager will be installed,

To install in this folder, dick "Mext”, To install to a different folder, enter it below or dick
"Browse",

Folder:
iC:‘nFrn:-gram Files (x36)\Time And Attendance Manager!, Browse...

Advanced Installer -

< Back I[ MNext = ] [ Cancel

You may choose the default location and click the "Next button. On the following screen, click the
"Install" button to begin the installation:
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j’é‘ Time And Attendance Manager Setup =

Ready to Install
The Setup Wizard is ready to begin the Time And Attendance Manager installation

Click "Install” to begin the installation. If you want to review or change any of your
installation settings, dick "Badk”. Click "Cancel” to exit the wizard.

Advanced Installer -

< Back I[ (S'Insmll ][ Cancel

After a few moments, the installation will complete and you will see the following screen:
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i |
j’é‘ Time And Attendance Manager Setup @

Completing the Time And
Attendance Manager Setup
Wizard

Click the "Finish™ button to exit the Setup Wizard.

< Back Finish Cance

Click "Finish". The installation is complete! You may run Time & Attendance Manager either by
locating and double-clicking the desktop icon:

Time &
Attendanc...

or, by going to the Start button and clicking on it there:

|4 Time & Attendance Manager

|5

3 Configuration

3.1 Accessing Settings

To access the Settings screens of Time & Attendance Manager for ESI Systems, you must first launch
the program. You can do this either by double-clicking on the desktop icon:
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b=

Time &
Attendanc...

or, you can locate it by clicking on the Windows Start button and locating and clicking on the shortcut to

the application:

| 4 Time & Attendance Manager

You will then see the following screen:

bl Time and Atendanc
7] Time an MO amCe

Actions b
¥ Receive Card/Fob Events
&2 view InfOut Status

@ Time Cards

EI Repaorts

€3 Help

Click on the Settings
button at the bottom left of
the window

@@ Settings

Iﬂ Actions

Time and Attendance Manager

for ESI phone systems

Click on the "Settings" tab at the bottom left of the window (we will refer to the left-hand section of the
application as a navigation bar), and you will be shown the settings options:
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L Time and Attendance Manager for ESI Phone Systems le=_ll.o |2 |

Settings <«

Company Afteryou click an the
Settings button, the top
8 Employess section of the

nawvigation bar
changes so thatyou
can access the various
settings

-g Departments

(% Fayrall

s
2 Miscellaneous

Time and Attendance Manager
for ESI phone systems

|

Sett
{5} ngs

M Actions

By clicking on a specific link under the Settings section of the navigation bar, you can then access and
change the settings for that section. For example:
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3.2

Settings

Company Settings

i Company

8 Employees

E‘gl Departments

Click the

Company ABC Company

&% Payroll
iz Adress: 123 E. Main 5t.

=& Miscellaneous

City, State, Zip: ~ Anytown, MO 54321

Phone Mumber; {555) 555-1212

Company ID: ABC-1947525

Mote: this information, if present, will be printed on reports.

and the

Company Seftings
hecome

accessible on the

’% Settings

iﬁ/ Actions

Company Settings

The Company Settings screen appears as follows:

right-hand side of
the screen

E Save Changes | | = Discard Changes

All of the program settings can be updated by clicking the appropriate link to the left side of the screen
on the navigation bar. In the following sections, each settings screen will be covered in detail.
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3.3

G d —Ja )=
Settings « | Company Settings
[3] company q
g, Employees \ Mote: this information, if present, will be printed on reports.
% Departments
) Company Name: ABC Company
%5 Payroll
Address: 123 E. Main 5t.
74 Miscellaneous City, State, Zip: | Anytown, MO 54321
Phone Mumber: {555) 555-1212
Company ID: ABC-1947635
I |
[+]
'~ Settings
{-} g
M AR H save changes [ ‘*rh-ﬁ Discard Changes

Competing the information on this screen is purely optional. If the information is present, it will be
printed on any reports. The following is an example of the header of a report that contains this
information:

Payroll Report 10/13/2013 - 10/26/2013
ABC Company, 123 E. Maim 51, Anylown, MO 55321; {353) 5551212 Comgpany ID: ABC-18E7E25
Employees

The Employees settings screen appears as follows:

© 2014 Brain Herd Software
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ESI Systems

Settings « | Employees

L] Company

Add Mew Employee
2 Employees I—'

First Name:
CEL Departments

&g Payrall

Edit Employee
2+ Miscellaneous

Prev \l

First Mare:

Employee ID:

Card Fob #:

Motes:

‘12{3} Settings

Iﬁ Actions

e a 4
LastName: | g3 Add
- | | Next &) Remove Employee
Last Mame: W Employee Is Active
Depariment: -
Hourly Rate: &

H Save Changes | | = Discard Changes

To add a new employee, simply fill in the First Name and Last Name fields, then click the Add button:

Add Mew Employee '(F'l_ Y
L £

First Mame: Gary

Il-_.v"2"\.\ Il-_.v"'_ "\.\I
(2) (8
Last Mame: [NEW::DmI:: [ g Add

When you add a new employee, the bottom section of the screen will change to reflect the new

employee that was added:
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Settings “« Emp|c.yees

Lyl Company

= Add Mew Employee
2 Employees

i First Name: Last Mame: &3 Add
SL Departments -
§g Payrol
Edit Employee
2+ Miscellaneous
Prev \l Gary Newcomb ¥ | | ¥ Next Q Remove Employee
{/— -
First Mame:  Gary Last Mame: Newcomb \.’Emplo\;ee Is Active| b
a1 ::'Employee D: Department: ti2]
= b
3 :'Cardanb #: Hourly Rate: (4)
e e
/ _‘\'-\
(| B jMotes:
L24. Settings
o
Qf HENLES H Save Changes | | = Discard Changes

You can then fill in the remainder of the fields as follows:

(1) Employee ID: There is no required format for this field, as Time and Attendance Manager does not
require it to operate. This can be any internal designation you choose.

(2) Department: If you have any departments already configured, you may use the drop down list to
select the one to which this employee belongs. If there are no departments configured, or the
department to which this employee belongs has not yet been created, you can add a new department by
simply typing it into this box. You will be prompted to confirm that you wish to create a new
department.

(3) Card/Fob #: This is the number that is physically printed on the security card or fob that has been
issued to the employee.

(4) Hourly Rate: This is the hourly pay rate of the employee. It is required in order to assist in the
calculation of payroll.

(5) Employee Is Active: Specify whether the employee is an active employee.

(6) Notes: Enter any notes you wish for this employee.

You can navigate among employees in the following ways:
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Edit Employee
Frev < Gary Mewcomb b || = MNext i:i Femove Employes
Last Mame: Mewcom} o olont st SPloyee Is Active
800934 employee
previous b8338
employee Crop down boxto select a
specific employes. You
can alternatively click the
box and begin typing the
employes name; the box
will autocomplete to match
the nearest name.
If you wish to permanently remove an employee, click the & REmove Employee | 00 Alternatively,
you may wish to simply uncheck the W Employee Is Active  heck box.
Remember that you need to click the [ savechanges | ton at the bottom of the screen in order to
save any changes, additions, or deletions you have made. If you click on the |~ Discard Changes
button, you will undo any changes, additions and deletions made since the last save.
3.4 Departments

Departments allow you to group employees to make certain functions easier, such as running reports or
adjusting daily hours for a group of people. The Departments settings screen appears as follows:
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Settings & Depal‘tm ents

%! Company

= Add Mew Department
\ g, Employees

%?__ Departments Department Name: @;_‘. Add

% Payrol

2+ Miscellanecus Existing Departments
:dlmin &Y Remove Selected
ales

Tech Support

% Settings

(f Actions E Save Changes ~ Discard Changes

To add a new department, enter the department name in the Department Name field and click

W Add . When you do so, the department name will be added to the list below of Existing
Departments. To remove a department from the list, highlight the department name and click

& RemoveSelected | o6 that if you remove a department, it will remove any employees from the

(now non-existent) department and you will need to reassign them to a new department, if desired.

E Save Changes

Remember that you need to click the button at the bottom of the screen in order to

save any changes, additions, or deletions you have made. If you click on the |~ Discard Changes
button, you will undo any changes, additions and deletions made since the last save.

3.5 Payroll Settings

There are a number of payroll settings that should be entered into this section in order to ensure that
payroll can be accurately calculated. The Payroll Settings screen appears as follows:
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.= Time and Attendance Manager for ESI Phone Systems — .8 ||
Settings « | Payroll Settings
5! Company

Pay Period Frequency & Start Date(s)
g, Employees

Payroll Frequency: B

E‘g’} Departments

Start Date: 9/1/2013 - | @
&g Payroll

Work week starts on: | Sunday b

=it Miscellaneous

Daily Time Calculation

The first & hours warked in & day will be paid as regular time

The next 4 hours worked in & day will be paid as overtime

The remaining hours warked in a day will be paid as overtime 2

Weekly Time Calculation
1::"0, Settings
e The first 40 hours warked in & week will be paid as reqular time <

Qf GEETE H Save Changes | | “=u Discard Changes

A description of each section follows.

Pay Period Freguency & Start Date(s)

Payroll Frequency: Biweekly -
Start Date: a/1/2013 | W
Waork week starts on: | Sunday hd

Payroll Frequency: This is the frequency with which your company runs payroll. The choices are
Biweekly, Monthly, Semi-monthly, and Weekly.

Start Date: This can be the start date of any payroll. This software will automatically calculate all future
payroll dates. Note that if you have chosen a Semi-monthly payroll frequency, the date you enter here
should be the beginning day of the first payroll period of the month; this software will automatically add
15 days to determine the start day of the second payroll of the month (in the example abowe, the first
payroll of the month would start on the first day of the month, and the second payroll of the month would
start on the 16th of the month).

Work week starts on: enter the day of the week upon which the start of your work week falls.

Note that, when calculating payroll, daily pay amounts are always calculated based on a workday that
runs from 12:00:00 AM to 11:59:59 PM.
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Daily Time Calculation

The first |8 hours warked in a day will be paid as regular time

The next 4 hours worked in a day will be paid as overtime

The remaining hours worked in a day will be paid as overtime 2

The Daily Time Calculation section allows you to specify the hourly thresholds worked in a day after
which overtime (or overtime 2, such as double-time) will be calculated. The laws for daily overtime
calculation vary by jurisdiction, so you will need to enter the settings that apply to your jurisdiction. If
your jurisdiction does not require you to factor in the number of hours worked daily as a basis for
overtime, you can ignore this section; you will be given an opportunity to specify that Time and
Attendance Manager should only calculate weekly amounts in overtime.

If you are not required to pay overtime 2 in your jurisdiction and wish for this not to be calculated, you
can raise the second field to a high number (for example, "The next 24 hours worked in a day will be
paid as overtime").

Weekly Time Calculation

The first |40 hours worked in & week will be paid as regular time

The next |20 hours worked in & week will be paid as overtime

The remaining hours worked in a week will be paid as overtime 2

The Weekly Time Calculation section allows you to specify the hourly thresholds worked in a week after
which overtime (or overtime 2, such as double-time) will be calculated. The laws for weekly overtime
calculation vary by jurisdiction, so you will need to enter the settings that apply to your jurisdiction. If
your jurisdiction does not require you to factor in the number of hours worked weekly as a basis for
overtime, you can ignore this section; you will be given an opportunity to specify that Time and
Attendance Manager should only calculate daily amounts in overtime.

If you are not required to pay overtime 2 in your jurisdiction and wish for this not to be calculated, you
can raise the second field to a high number (for example, "The next 168 hours worked in a week will be
paid as overtime").

Owvertime Calculation Method

Only caloulate daily amounts in overtime
| Only calculate weekly amounts in overtime

@) Calculate daily and weekly amounts in overtime

The Owertime Calculation Method section allows you to specify, according to the laws in your
jurisdiction, whether to calculate daily hour thresholds in overtime, weekly thresholds in overtime, or
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both.

Note that this software does not claim to be able to handle every possible combination of payroll rules
and/or laws as they may apply in your jurisdiction; nor can it be guaranteed that this software will be
amended to accurately calculate payroll based upon future changes in the law. Finally, note that this
software has a single set of payroll rules for all employees and, at this time, there is no mechanism to
apply different payroll rules to different classifications of employees.

Owertime Rates

Overtime rate: | 1.5 (ex: 1.5 = time and a half)

COvertime 2 rate: 2.0 (ex: 2.0 = double time)

The Owertime Rates section allows you to specify the multiplication amount to be applied to the
employee hourly rate in regards to overtime and overtime 2. In the example abowe, if we assume an
employee whose standard hourly wage is $20 per hour, the overtime rate at a 1.5 multiplication would be
150% of the normal hourly wage, or $30 per hour. The overtime 2 rate at a 2.0 multiplication would be
200% of the normal hourly wage, or $40 per hour.

Paid Breaks

Allow for 1 paid docked-out break each 3,75 hours for |15 minutes

The Paid Breaks section allows you to specify that employees should be paid for some of the time in a
day during which they are clocked out. In the example above, employees are allowed to have one 15-

minute break during each 4-hour interval (with the 15 minutes being part of the 4-hour interval). Please
note the following in regards to break calculation:

¢ Breaks are only calculated for clocked-out periods in which there is a clocked-in period both before
and after the clocked-out period;

¢ If the clocked-out period is in excess of 5 minutes less than or more than the time allotted for a break,
the clocked-out period will not be considered a break and no break minutes will be given (in the
example above of 15 minutes, anything less than 10 minutes or more than 20 minutes would not be
considered a break and no break minutes would be given);

¢ |f the clocked out period is greater than the number of minutes specified in the Paid Breaks section,
the employee will not be given credit for the entire period, only the number of minutes specified in the
Paid Breaks section; however, if they are over by a few minutes on one break and a few minutes under
on another break in the same day, allowance will be given.

If you do not wish to allow for paid, clocked-out breaks, you may simply raise the first number in the
section to a high number, such as 24 hours.

E Save Changes

Remember that you need to click the button at the bottom of the screen in order to

save any changes, additions, or deletions you have made. If you click on the | Discard Changes

button, you will undo any changes, additions and deletions made since the last save.
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3.6

Miscellaneous Settings

The Miscellaneous Settings screen contains various configurable parameters, some of which are
required for the proper operation of Time and Attendance Manager. The Miscellaneous Settings screen

appears as follows:

Settings %

4| Company

Miscellaneous Settings

License Code

8 Employees
S Departments
g Payroll

24 Miscellaneous

Serial Number:

1194604824 | [ | Copy

License Code:

Product Status:  TRIAL MODE

Automatic Time Clodk Event Rounding

Round events to nearest | 5 minutes

Program Appearance

B

“iflne Settings
i

‘ﬁ, Actions

A description of each section

License Code

Serial Mumber: 1194604324
License Code:
Product Status:  TRIAL MODE

DevExpress Style -
DevExpress Dark Style

V52010

Seven Classic

Office 2010 Blue

Office 2010 Black -

is as follows:

LH Copy

Phene System Communication

NSP IP Address:

Base Port: 59
Web-based Time Clodk
HTTP Port: 8080

H Save Changes

<= Discard Changes

The License Code section allows you to activate Time and Attendance Manager so that it is no longer in
trial mode. In trial mode, the software is fully functional but after 14 days you will no longer be able to
download card/fob events from the phone system. To remove this restriction, please contact the vendor
from whom you purchased the software, and they will provide you with a license code to place in the
License code field. When you have placed a valid license code in this field, the Product Status will
become "Unlocked", indicating that you are no longer in trial mode.
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Automatic Time Clodk Event Rounding

Round events to nearest | 5 minutes

Automatic Time Clock Event Rounding allows you to specify that, when card/fob events are downloaded
from the phone system, that they automatically be adjusted (rounded). If you wish to do this, you may
check the box and input the number of minutes to which you would like events automatically rounded.

Note that, even with automatic rounding, Time and Attendance Manager still keeps a record of the time
each user actually clocked in or out, for your reference. You can always revert an event back to its
original time if needed. The Event Report by Employee will allow you to see the original times of events,
as well as the adjusted event times. The Event Report By Reader will always show the original times of
each event, NOT adjusted times. Please read the Reports section in this help guide for further
information on reports.

Program Appearance

DevExpress Style .
DevExpress Dark Style

V52010

Seven Classic

Office 2010 Blue

Office 2010 Black -

The Program Appearance section allows you to change the appearance of Time and Attendance
Manager; this is purely a cosmetic setting and does not affect the functionality of the software. There
are a number of style templates you can choose from in order to suit your visual preference.

Phone System Communication

MSP IP Address;

Base Port: 59

The Phone System Communication section must be filled out in order for this application to successfully
communicate with your ESI phone system.

The IP Address field must be set to the IP address of the NSP (Network Senices Processor) on your
ESI phone system; this is specified in system programming as the "NSP Private IP Address" in Installer
Function 824. Note that Time and Attendance Manager attempts to locate the NSP IP address
automatically; if it is successful, this field will be filled in for you. If Time and Attendance Manager is
unable to locate the NSP IP address, this usually means that (a.) there is a firewall port on the PC that
is blocked (see the troubleshooting section Error receiving card/fob events for more information on
firewall ports), or (b.) the Base Port setting is incorrect (see next paragraph).

The Base Port field must match the setting in the ESI system programming Installer Function 821,
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"Base UDP Port". This is set to 59 by default and does not normally need to be changed.

Web-based Time Clock

HTTP Port: 3080

The Web-based Time Clock is a feature that gives employees an additional option to clock in and out;
when active, they can access a web link that will allow them to clock in and out either locally or
remotely (when properly configured). Note that clocking in or out via the Web-based Time Clock does
not change the ESI phone user settings, like swiping a card or fob in front of an RFID (Presence
Management) reader would; it is simply an additional way to track employee time and attendance.

The default HTTP port number is 8080, but can be any port number from 1 to 65535. Please use caution
when changing this port, as there are other PC senices that use various ports, and there is the
possibility of conflict. Please also awoid using port 443, as this has special meaning to web browsers. If
this field is blank, the Web-based Time Clock feature will be inactive.

The Web-based Time Clock runs as a Windows senice, and therefore will remain active as long as the
PC itself is turned on, even if Time and Attendance Manager is not running.

To access the Web-based Time Clock locally (from a computer or other device within your local
network), the employee would need to open a web browser and enter the IP address of the PC upon
which Time and Attendance Manager is running, followed by a colon, followed by the port number you
have chosen. For example, if the PC's IP address is 192.168.1.100, and the HTTP port is 8080, the
employee would enter the following into their browser:

192.168.1.200:8080

Note that if you choose 80 as the HTTP port, the employee would only need to enter:

192.168.1.200

because if the colon and port number are left off, the browser will assume that port 80 was intended.

It is highly recommended that the PC on which Time and Attendance Manager is installed be configured
with a static IP address; this is so that the employees can always enter the same address into their web
browser without worrying about it changing. If you are unsure how to assign a static IP address to the
PC, please consult your local IT professional for assistance.

Please note that, in order for employees to successfully reach the Web-based Time Clock, any firewall
on the PC on which Time and Attendance Manager is installed must not be blocking the port you have
chosen. During the installation process of Time and Attendance Manager, port 8080 is automatically
unblocked in the Windows firewall; if you choose a different port, or if you use a firewall other than the
one built into Windows, you may need to open that port on the firewall for inbound traffic.

In order for employees to access the Web-based time clock from outside the office, additional steps will
be required for initial setup:

(1) Ensure that the PC on which Time and Attendance Manager is installed has a static
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(unchanging) private IP address;
(2) You must hawe a static (unchanging) public IP address via your Internet Service Provider;

(3) In your Internet router, the port number you have chosen must be "forwarded" to the private IP
address assigned to the PC on which Time and Attendance Manager is installed.

If you are unsure about any of the above steps, please consult your local IT professional for assistance.
Once the steps above have been accomplished, employees should be able to access the Web-based
Time Clock from outside the office; it does not matter where they are physically located, as long as they
have access to an Internet connection. Accessing the Web-based Time Clock remotely is similar to
how they would access it from within the office, except that they will need to enter the public IP address
of your office Internet connection into their browser instead of the PC's private IP address. You can
usually determine your public IP address by going to a third-party website such as www.whatismyip.com
from a PC within the office.

If you wish to offer employees a "friendlier" alternative to typing in an IP address, you can register your
public IP address via a DNS senvice, for example dyndns.org. There, you can choose a "friendly" name
(for example, timeclockexample.dyndns.org) as long as it is not already used. Then, the employees
could type the friendly name into their browser instead of the public IP address. An additional benefit to
using such a senvice would be that, if your Internet IP address ever changes, you can update it with the
third party, and the friendly name would not change. Note that there may be fees associated with this
third-party service.

When an employee accesses the Web-based Time Clock, they will see a page like the following:

Web Time Clock
Card/Fob/Employee #:
@ Clock In

Clock Out
Submit |

Here they can enter either their card or fob number (it is printed on the card or fob), or they can enter
their Employee ID (as set up in the Employees section). Log in/out events that are entered via the web
will show up on reports as being from Reader extension 999.

Remember that after you make any changes to the Miscellaneous section, you need to click the

E save Changes | 100 at the bottom of the screen in order to save any changes, additions, or

~~ Discard Changes

deletions you have made. If you click on the button, you will undo any changes,

additions and deletions made since the last save.
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4 Using Time & Attendance Manager

4.1 Receive Card/Fob Events

Time and Attendance Manager for ESI Systems needs to communicate with your ESI phone system in
order to retrieve in/out events. This is done by clicking on the Receive Card/Fob Events link:

Actions “©

Click this link to
receive infout
enents from the
phone system

¥ Receive Card/Fob Events

& View InfOut Status
@) Time Cards
|__| Reports

‘55- Help

Time and Attendance Manager
for ESI phone systems

'.'._l'{
‘12;"‘3} Settings

MJ Actions

Upon successful connection and downloading, you should see a window similar to the following:

Receiving CardfFob Events x

Received 120 Events
FIMISHED RECEIVIMG EVEMTS

If, instead, you see one of the following windows:
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4.2

There was an error trying to retrieve card/fob events from the phone system.
I . Ensure you have the correct M5P IP address and base port entered in Miscellaneous Settings.

Would you like to go to Miscellaneous Settings now?

Yes Mo

or

It appears that Time and Attendance is turned off in the phone system,
I . Pleaze enable Time and Attendance in the phone system programming in F.374
(please ask your ESI phone system reseller for help if needed).

0K

This indicates that there was a problem connecting to and retrieving events from the phone system. In
this case, refer to the troubleshooting section Error receiving card/fob events.

View Employee In/Out Status

With Time and Attendance Manager for ESI Systems, you have the ability to get an up-to-the-minute
view of the in/out status of all active employees. To get this view, click on the View In/Out Status link:
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4.3

= e [omy] [oe
Actions « Emp]oyee ]n,/f_]ut Status Last Update: 2:35p W] AutoRefresh | (Gh Refresh
¥ Receive Card/Fob Events Empioyee Mame « InfOut | Last Action Reader  Fob Mumber Employee ID
i b4 11/25 1:55p 999 45095833375 AH543375
2 view i i =
ok el Bt Click View % 0903 7:28p 210 4509838873  FH934900
InfCut Status -
(&) Time Cards % 11/25 12:52p 999 4509338370 GMNI0093I4
- o 1125 2:25p 999 4509338568 J5355297
|=| Reports
Kyla Cullens b4 09/03 1:25p 212 4509338872 KC745956
{?’ Help Louise Gaines = 11/24 10:54a 222 45035833370 LG992785
Raylene Hutchins b4 09/03 3:14p 212 4509338871 RH582090
Sondra Harmon P 11/25 2:05p 999 4509338857 SH927746
o -
i, Setlings
e
| qf Actions

In this view, all active employees are shown, along with their in or out status, when they last clocked in

or out ( P means that the employee is clocked in, and ¥ means that the employee is clocked out),
the RFID (Presence Management) Reader extension at which they last clocked in or out, the employee's
fob or card number, and the employee's Employee ID number.

Note that if the Web-based Time Clock is active (see Miscellaneous Settings), the Reader extension will
show as 999 if the employee clocked in or out last via the web.

To update this view, you can click on either the = L link on the left side of the

screen, or the |5 Refresh

& Auto-Refresh

button in the Employee In/Out Status view. You can also check the

option, and in that case, Time & Attendance Manager will refresh the employees' in/out
status once per minute. Note that, with any of these options, each time the employees' in/out status is
refreshed, any new card/fob events are written to the Time & Attendance Manager database.

Time Cards

Time and Attendance Manager for ES| Systems is able to work in conjunction with ESI phone systems
and ESI RFID (Radio Frequency ID) readers to allow your company to track employee time and
attendance. By distributing approved security cards or fobs to your personnel, these RFID readers can
be used as a time clock. The Time Cards view in Time and Attendance Manager allows you to not only
view in/out events for each employee, but to adjust individual events or hours for individual days.

The Time Cards screen appears as follows:
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= : - == —. (o
Actions « | Time Cards
|
2 Recene Can bl Pt ‘ Prev < | Andrea Maurer - | > Mext This employee is INACTIVE
5, View InfOut Status i -
Mondg eep 2013 - Saturday, 28 September 2013 Sunday, 29 September 2013 - Friday, 4 October 20
(@) Time Cards Click the Time 26 Thu 27 Fri 285at  295un | 30Mon 1Tue 2 Wed 3Thu
i Cards link to wiew
=| Repor - z - G
s emplayee time | 7582 | 8:03a | 7582 | s:0m
@ Help
1Z:11p | 10:26a | 12:01p | 11:15
4 12
Hours for selected date (9/23/13) Hours for pay period (9/15/13 - 9/28/13)
Total hours docked: 4.083 Total hours docked: 71.082
Total hours worked (induding breaks): 4. 167 Total hours worked (induding breaks): 74.117
Total hours regular; 4,167 Total hours regular: 67.434
— Total hours overtime: 0,000 Total hours overtime: 6.233
6\2,39'3} Settings Total hours overtime 2: 0,000 Total hours overtime 2: 0,450
. Total Pay: $129.18 Total Pay: $2,408.18
M Actions

431 Understanding the Time Cards View

The Time Cards view contains multiple sections:

Prew ‘-f,] Antonio Hart - L} Mext

This section allows you to see which employee's time you are currently viewing. It also allows you to
navigate to the employee whose time information you wish to view. You can navigate among employees

via the following methods:

o Employees are alphabetized by first name. By selecting the

the next employee in alphabetical order, and by selecting th
the prior employee in alphabetical order.

= Mext

Prew ‘i]

button, you will navigate to

e button, you will navigate to

o You may drop down the combo box containing the employee names, and scroll to the employee
whose information you wish to view; alternatively, you may click on the combo box and begin typing
the employee's first name and the box will auto-complete for you.
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Monday, September 23, 2013 - Sunday, September 29, 2013 Sunday, September 29, 2013 - Saturday, October 05,

23 Mon 24Tue | 25Wed 26 Thu 27 Fri 28 sat 29 5un 30 Mon 1Tue 2 Wed 3Thu

This section is the time card time line. It is laid out so that each day is contained in its own column,
and each card or fob event is represented vertically in the column. "In" events are colored green, and
"out" events are colored red. Let's take an example date:

30 Mon

In the example abowe, the employee clocked in at the following times: 8:00 AM, 11:18 AM, and 2:40
PM. The employee clocked out at the following times: 11:00 AM, 2:23 PM, and 5:37 PM.

Hours for selected date (9/30/13) Hours for pay period (9/29/13 - 10/12/13)
Total hours docked: 9.033 Total hours docked: 72.998
Total hours worked (induding breaks): 9.533 Total hours worked (induding breaks): 75.749
Total hours regular: 8.000 Total hours regular: 70,183
Total hours overtime: 1,533 Total hours overtime: 5.566
Total hours overtime 2: 0.000 Total hours overtime 2: 0.000
Total Pay: $185.39 Total Pay: $1,413.57

This section summarizes the hours worked by the selected employee. Within this section, the left side
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43.2

shows the hours for the selected date (the date that is highlighted in the time line), and the right side
shows the hours for the entire pay period corresponding to the selected date. (Note: to select a
particular date, simply click in the column corresponding to that date.) You will also see the total pay
for the selected date and for the pay period.

Note that in order for the hours in this section, and the pay amount, to be accurate, you must have (a.)
accurately completed the Payroll Settings in this application, and (b.) assigned an hourly pay rate to this
employee via the Employees setup.

Making Adjustments

There are two ways in which you can adjust employees' time and attendance: adjustment of individual
events, and adjustment of daily hours. In either case, adjustments are accomplished through the time
line in the Time Cards section. When you adjust events, you are modifying a specific event's time (in
other words, the time stamp associated with an employee waving their security card or fob in front of the
RFID reader). When you adjust daily hours, you are telling Time and Attendance Manager to ignore the
card/fob events for that day, and to calculate hours and payroll based upon the number of hours you
enter manually.

To adjust a specific employee card/fob event, right-click on the particular event you wish to adjust. You
will be presented with a menu similar to the following:

Sunday, September 29, 2013 - Saturday, October 05)
29 5un 30 Mon 1Tue 2Wed 3Thu

| 800a | 803 | m00a | 7:58a -

| 11:1Ba'| 10:25a | 11:10a | 12:12

Set Event Type 3
@ Adjust time stamp to 2:25P

- Adjust tirne stamp to 2:20P

Adjust time stamp to 2:30P

2

This menu will allow you to adjust the time stamp to the nearest 5 minutes, the nearest 10 minutes, or
the nearest 15 minutes. In cases where the rounding overlaps (for example, rounding to the nearest 5
minutes produces the same time stamp as rounding to the nearest 10 minutes), only one or two
adjustment options will be presented.

Also in this menu, you can change the event type from In to Out, or from Out to In. This should not
normally be necessary.

If you have previously adjusted an event, right-clicking on that same event will give you the option to
reset the event back to its default value.

To adjust an employee's daily hours, right-click in the empty space in the column for the date you wish
to adjust:
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Monday, September 23, 2013 - Sunday, September 29, 2013 Sunday, September 29, 2013 - Saturday, October 05,
23Mon | 24Tue @ 25Wed  26Thu 27 Fri 28 Sat 295un | 30 Mon 1Tue 2 Wed 3Thu

Right-click in the

column's empthy

space in arderto

bring up the daily
adjustment options

This will bring up a menu like the following:

Sunday, September 29, 2013 - Saturday, October 05,
295un | 30Meon 1Tue 2 Wed 3Thu

Go to Today

Reset all events for 9/30/13

Adjust daily hours for 9/30/13...

Clear adjusted daily hours for 9/30/13

for pay periodg

The options available via right-click are are as follows (note that the first two options are not related to
adjusting daily time, while the second two options are related to adjusting daily time):

¢ Go To Today: This allows you to navigate in the time line back to the current date.

¢ Reset All Events for [date]: This allows you to reset all of the (card/fob) events for the selected date
to their original values.

¢ Adjust daily hours for [date]: Clicking on this option will bring up the Adjust Hours window (see
below).

¢ Clear adjusted daily hours for [date]: This allows you to remove the hours adjustment for this
employee for the selected date. Hours will again be calculated based upon card or fob in/out events.

The Adjust Hours window appears as follows:
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x
Adjust to hours
Reason:
@) Adjust this employes
Adjust all active employees
Adjust department: | Admin -

Ok Cancel

In the Adjust to field, enter the number of hours to which you wish to adjust the employee for the date

you selected.

In the Reason field, enter the (optional) reason for the adjustment. For example, "Forgot to clock out",

"Holiday", etc.

Choose whether to Adjust this employee, Adjust all active employees, or Adjust department. Use
caution when applying an adjustment to multiple employees; if you need to remove an adjustment, there
is no mechanism to do it for a group of employees (it would need to be removed manually for each

employee).

44 Reports

The Reports screen appears as follows:
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.~ Time and Attendance Manager for ESI Phone Systems

Actions « Rep orts

% Receive Card/Fob Events

&2 View InfOut Status Report Type

&) Time Cards ‘Event Report By Employee
|=| Reports I—’

Q9 Help Date Range

(! Thiz pay period (11/23/14 - 12/05/14)
() Last pay period (11/09/14 - 11/22/14)
(@) Custom date range:

11/29/14 » to  11/29/14
Report Scope
3"\2%& Settings (@ Employee: [all Employees]l
() Department: Admin

Iﬁ] Actions

Generate Report

There are a number of reports available in Time and Attendance Manager. The following topics describe

each report in detail.

441 Employee Report

There are two Employee reports available: Active Employees, and All Employees. When choosing this
report type, the Date Range and Report Scope sections will be disabled, as no additional parameters are
required to run these reports. Here is an example of the Employee report:
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‘Employees

ABC Comgany, 123 £. Main St, Anyiown, M0 55324; [555) 5554242

Comgpany I0: ABC-1947525

Cullena Kyla
Gaines Louise
Harmon Sondra
Hart Antonio
Hazson Frank

Hutchins  Raylens
Maurer Andrea

Mewcomb  Gary

Ridenour  Terrance
Smith Jehn
Emgployee Count 10

KCTF4B956
LGUoZTEL
SHOZTT46
AHS49375
FHE34500
RHEE2050
AM236751
GMNS00934
TROZ3156
15355297

4500B3EET2
4500B3EETE
4E00B3EEET
4500B3EETS
4500B3EETS
4500B3EET1
450oB3EEED
4E00B3EETD
4500B3EETS
4509835668

Tech Support
Tech Support
Admin

Tech Support
Tech Support
Admin

Sales

Sales

Tech Support
Adrmin

e e ] e e e B ) R

2275
27.50
1B
20
25
3100

2150
2425

True
True
True
True
True
True
True
True
True

True

Page 1 of1

These fields correspond directly to the fields in the Employees setup screen:
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‘>~ Time and Attendance Manager for ESI Phone Systems

g =]
Settings « | Employees
.L;.i Company
Add Mew Employee
?_, Employees | . _
| First Mame: Last Name: & Add
. Departments
&g Payrol
: Edit Employee
2+ Miscellaneous
Prev < Andrea Maurer v B Next a Remove Employes
First Mame:  Andrea l Last Name: Maurer l y‘_’ Employee Iz Active
Employee ID: AM236751 Department: éales -
Card/Fob #: 4509838869 Hourly Rate: & 31..50
Motes:
‘u\rg Settings
5ed
Qf FEBer E Save Changes | | “~ Discard Changes

By default, the Employee report is sorted by employee last name. By clicking on any column header,
you can sort by that column:
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Click a
column
header...

'Employees

ABC Comgany, 123 E. Main 5t Any

Comgany D: ABC-1947525

Cnaon g Uaeunad (Homhs Nels| A ]
Sales

Maurer 4E00E3EE6D 3100 True
Hart Antonic AHE4937E 4500E38E87E Tech Support 18 True
Hasson Frank FHE34500 4E08E38E73 Tech Support 20 True
Mewcomb  Gary GMS00534 4500E3BETD Sales 26.50 True
Smith John 15355297 4500E3EEGE Admin 2428 True
Cullens Kylz KCT4B056 4500E3RET2 Tech Support 22 True
Gaines Louise LGSR27ES 4500E38E76 Tech Support 2275 True
Hutchins  Raylene RHEE2050 4505E3EET1 Admin 25 Trus

SHRZT746 4509E3EE6T Admin 2780 True
AS00E38E74 Tech Support 215D True

Ltosor by
that column

Harmon Sondra

Ridenour  Terrange

Emplayee Count 10

44.2 EventReport By Employee

The Event Report By Employee produces a list of all card/fob events for the date range and scope you
specify, grouped by individual employee and date. When choosing this report, you must also choose a
Date Range and a Report Scope:

Date Range

() This pay period (10/27/13 - 11/05/13)
() Last pay peried (10,1313 - 10/26/13)

(@) Custom date range:

11/1/2013 - | to | 11f1/2013 -

The Date Range can be the current pay period, the prior pay period, or a custom date range you specify.
Note that the current and prior pay periods are calculated based upon the settings you specify in

Payroll Settings.

Report Scope
(8 Employee: [All Employees] -
() Department: Admin -
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The Report Scope allows you to choose which employee or employees on which to report. You may

choose either a specific employee, all employees, or a department of employees.

The following is an example page of an Event Report By Employee:
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Event Report By Employee 10/13/2013 - 10/26/2013
ABC Comgpany, 123 E. Main 5t, Anylown, MO 34321; {355} 3354212 Company ID: ABC-1947525
Employee: Andrea Maurer Card/Faob Nurber

4503838853

Diate: 10/14/2013

e == in/out s ocked [Resder it [orgna Time Orignal vt ype
In 210

B-01 AM
11:06 AM Out 3083 211
11:28 AM In 212
72 PM Out 2500 210
244 PM In 212

535 pM Out 2917 211
! Hours clocked for date 10/14/1%  8.900

Diate: 10/15/2013

m Hours Clocked  |Reader Ext. |Original Time |Original Event Type
In 212

E-01 AM
1057 AM Out 7933 213
1114 AM In 21z
219 PM Dut 3083 211

Hours clocked for date 10/15/13%  6.017

Diate: 10/16/2013

Fime = =0t Jriows Gocked [fesir it JorgnatTime [0rgns ot 5
In 210

759 AM

1056 AM Out 2950 212
1116 AM In 212
317 PM Out 4017 211
23 PM In 11
7-22 PM Out 34983 211

Hours clocked for date 10/16/1% 10,950

Date: 10,/17/2013

Tine — ~Tivout_JHousClcked[RsierEx. [orignlTime.Oignl e 15
In 211

758 AM
1201 PM Dut 41050 m
1206 PM In m
404 PM Dut 3967 210
4320 PM In 212
715 pM Dut 2583 710

Page i of

For each event, the following information is included:

¢ Time: the time that the employee waved his or her card/fob in front of an RFID reader.
¢ In/Out: whether the employee clocked in or out.
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Hours Clocked: The number of hours between each In event and its corresponding Out event.
Reader Ext.: The extension number of the RFID reader that registered the event.

Original Time: If the event time has been modified, the original time of the event.

Original Event Type: If the event type has been modified, the original event type (Out or In).

Note that this report does not calculate break periods or payroll. As it is strictly an event report, it also
does not factor in any daily hour adjustments that may have been made by an administrator.

At the end of each employee section of the report, a total number of clocked-in hours is shown:

LS AR n £LL
105 PM Ot 21000 210
21 PM In 211
422 PM Out 3017 210

Howrs cloecked for date 10/25/13:  7.983

Total hours clocked for Andrea Maurer: 79.650

Employee: Antonio Hart Card/Fab Number
4500830073

Diate: 10/14/2013

This report also features a series of bookmarks to help you quickly navigate to a specific employee, or
date for that employee:
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443
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Print Page Setup d
Document Map A X
~ Time Card Report
+ Andrea Maurer Event Report By Employee
10/14/2013 £ Cormpany 238 i B, Ay, B4
10/15/2013 Ermpiyes: Andres Masres
10/16/2013 ""' ke
10/17/2013 AT AM
10/18/2013 ==
10/21/2013 :::‘ i= B
10222013 iy —
10/23/2013 “mﬂ"b’m’m"”‘ i
10/24/2013
10/25/2013 I
¢ Antonio Hart el z
v Frank Hasson m':m doﬂ:um‘:‘uu o
»  Gary Mewcomb O 07120
v John Smith ?-
+ Kyla Cullens i“‘_::’“ »‘ e
¢ Louise Gaines o S anm
v Raylene Hutchins ;::1 _ P
v Sondra Harmon o et o et I PR
v Terrance Ridenour el
reymn n
samn e s
PP n
S —

o

Faga | 34

Page 1of 24 |
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Event Report By Reader

Clicking on an employee name or date will take you to the corresponding section of the report.

The Event Report By Reader produces a list of all card/fob events for the date range and scope you
specify, grouped by individual RFID (Presence Management) reader extension and date. When
choosing this report, you must also choose a Date Range:
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Date Range

) This pay period {10/27/13 - 11/09/13)
I Last pay period (10/13/13 - 10/26/13)

@) Custom date range:

11/1/2013 * | to |11/1/2013 -

The Date Range can be the current pay period, the prior pay period, or a custom date range you specify.
Note that the current and prior pay periods are calculated based upon the settings you specify in

Payroll Settings.

The following is an example page of an Event Report By Reader:
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Event Report By Reader

ABC Company, 123 E. Main St, Anylown, MO 54221; (555) 5554212

10/13/2013 - 10/26/2013

Comgpany [0 ABC-1947025

Reader Extension: 210

Date: 10,/14/2013
e e
TEE AN
F-E55 Al
E:01 AM
E01 Al
1010 AM
{10EES AM
1103 AM
1L11 AM
1207 PM
{1218 PM
222 PM
227 PM
308 PM
13:25 PM
412 P
B27 PM
Mumber of events: 16

4E02EIEETS
4E09EIEETL
4500B3EE69
4500B3BETS
4509B3BETS
4509B3EET1
450083672
4500B3EET1L
4500B3EETS
4500B3EETE
4500B3EE69
4500B3EET2
4500B3EET
4500B3EETD
4500B3EETE
4500B3EETE

Date: 10/15,/2012
N e e T
E0D AM
{02 AM
203 AN
{957 AM
10005 AM
{10r16 AN
1103 AM
1103 AM
1206 P
11:08 PM
1:25 Ph
210 PM

4L09B3RET0
4509B3BET3
4509838574
450983887
4L09B3EETS
4L09B3EET0
4L09B3RETS
4LOSEIRETA
ALOYEIRERS
4LOSEIREAT
4LO9BIRETE
4LOSEIRETH

Frank Hasson
Raylene Hutchins
Andrea Maurer
Antonio Hart
Antonio Hart
Raylene Hutchins
Kyla Cullens
Raylene Hutchins
Terrance Ridenour
Louise Gaines
Andrea Maurer
Kyl Cullens
Frank Hasson
Gary Mewcomb
Louise Gaines

Louize Gaines

Gary Mewcomb
Frank Hasson
Terrance Ridenour
Antonio Hart
Antonio Hart
Gary Mewcomb
Frank Hasson
Terrance Ridenour
John Smith
Sondra Harmon
Kyl Cullens

Louize Gaines

In
In
In
In
Qut
Qut
In

In

Ot
Ot
Ot
In

Cut
Ot

Qut
Ot
Ot
Ot
Ot
Cut

Page 1 of 17

Note that if the Web-based Time Clock is active (see Miscellaneous Settings), the Reader extension will

show as 999.
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For each event, the following information is included:

Time: the time that the employee wawved his or her card/fob in front of an RFID reader.

Card/Fob Number: the card or fob number of the recorded event.

e Employee Name: The employee associated with the card or fob number (specified in Employees
settings)

In/Out: whether the employee clocked in or out.

Note that, as this report is intended to be a factual record of events that took place on the system, this
report shows each event as originally recorded and does not reflect any adjustments that may have
subsequently been made by an administrator.

At the end of each date, the total number of events is shown for that reader for that date. At the end of
each reader extension section, the total number of events for that reader for all reported dates is shown:

337 PM 4E08EIEETD Gary Mewcomb Ot
411 PM 4L0SEIRETS Terrance Ridenour Out
422 PM 4L0SE3ERGD Andres Maurer Out
425 PM 4LOSEIRET4 Terrance Ridenour In

517 PM 4L0SE3EETE Louise Gaines Cut
TZ2B PM 4COBEZEET4 Terrance Ridenour Qut

Number of events: 18

| Total number of events for this reader: 172 |

Reader Extension: 211

Date: 10,/14/2013

N e e

759 AM 450035868 John Smith In

This report also features a series of bookmarks to help you quickly navigate to a specific RFID reader
extension, or date for that reader:
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444

S,
Print Preview
w.,; L'E'J || Header/Foater
L‘EJ :f-;\ B scale
Print i il
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Clicking on a reader name or date will take you to the corresponding section of the report.

Payroll Report

The Payroll Report produces a list of employee hours worked and pay for the date range and scope you
specify, grouped by individual employee and sorted by date. When choosing this report, you must also
choose a Date Range and a Report Scope:
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Date Range

) This pay period {10/27/13 - 11/09/13)
I Last pay period (10/13/13 - 10/26/13)

@) Custom date range:

11/1/2013 * | to |11/1/2013 -

The Date Range can be the current pay period, the prior pay period, or a custom date range you specify.
Note that the current and prior pay periods are calculated based upon the settings you specify in

Payroll Settings.

Report Scope
(2 Employee: [All Employees] b
| Department: Admin -

The Report Scope allows you to choose which employee or employees on which to report. You can
choose either a specific employee, all employees, or a department of employees.

The following is an example page of a Payroll Report:
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‘Payroll Report

ABC Company, 123 £. Main St, Anyiown, MO 34321; (555) 5554212

10/13/2013 - 10/26/2013

Comgany [0 ABC-1947525

1071413 Monday

_10.-"15.-"13 Tuesday 6017 0250
10/16/13 Wednesdsy 10833 0500
10717713 Thursday 11000 0350
10718713 Friday 6.067 0.200
120/21/13 Monday 7E50 0.2B3
10/22/13 Tuesday E5967 0133
10/23/13 Wednesday 7017 0250
10/24/13 Thursday BO17 0467
1042513 Friday 7483 0400
Totals: T9.651 3.333

Empluyee Name: Antonio Hart

10/14/13 Monday

(10/15/13 Tuesday 3850 0133
10/16/13 Wednesday 4967 0167
{10Y17/13 Thursday 5867 0250
10/1E/13 Friday 6000 0150
11072113 Monday BOE3 0500
10/22/13 Tuesday 8117 0350
110723713 Wednesday  ESE3 0383
10724713 Thursday 7967 0.100
10/25,/13 Friday 5917 0133
Totals: 65.918 2.248

Empluyee Name: Frank Hasson

10/14/13 Monday 7.017
110/15/13 Tuesday 6967 0250
10/16/13 Wednesdzy  7.050 0.100
10/17/13 Thursday 7EE3 0200

Employee Name: Andrea Maurer

Pay Rate: $31 .00k

6267 6.267
11333 EDDD
11350 EB.0DD
6267 1650
8133 B.0DD
6.100 6100
7267 7267
E4B3 B.0DD
B3B3 B.DDD
B2.983 69,284
Pay Rate: §18.00ke

4083 4083
5133 5133
6217 6217
B6.150 6150
9483 B.0DD
B4a7 B0
9367 B0DD
B.DE7 -]
6.050 4617
68.167 63.330

Pay Rate: §20 00k,

7167 7167
7207 7217
7.150 7.150
8083 EDDD

0.000
3333
3350
4617
0133
10.000
10.000
0483
0.3E3
13.659

0.000
0.000
0.000
10.000
14E3
0467
L1367
0.067
1433
4817

10.000
10.000
0.0B3

0.000
0.000
0.000
0.000
0.000
0.000
10.000
0.000
10.000
0.000

0000
0000
Q000
0000
0000
0000
0000
0000
Q000
0.000

0.000
0.000
0.000

Employee 1D0: AMZIETI|

£313.10
$194 78
£402.08
$403.78
£26C.84
§204 18
$1B9.10
§22528
£270.46
$265.81
£2,784. 80

Emgloyee I0: AHMITS|

§7349
f9239
$111491
$110.70
SLB4 4
£106.61
$1e091
$145E1
$121E0
$1.270.36

Emglayes |D: FHE3900

£14334
$14434
£143.00
£16249

Page 1 of 3

For each employee, the following information is given for each date worked:

¢ Clock Hours: The cumulative number of hours between each In event and its corresponding Out event

for the day.
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¢ Break Hours: Number of clocked-out break hours calculated according to the rules specified in
Payroll Settings, in the Paid Breaks section.

¢ Paid Hours: Total hours for which the employee should be paid. It equals the sum of the two prior
columns (Clock Hours + Break Hours). It is also the sum of Regular Hours + OT Hours + OT 2 Hours.
The exception to this would be if a daily hours adjustment has been manually entered for this
employee. In this case, this value will be outlined with a black box to indicate that an adjustment has
been made.

e Regular Hours: The employee's regular hours for this date as calculated according to the rules in
Payroll Settings.

e OT Hours: The employee's overtime hours for this date as calculated according to the rules in Payroll
Settings.

¢ OT 2 Hours.: The employee's overtime 2 hours for this date as calculated according to the rules in
Payroll Settings.

e Gross Pay: The employee's gross pay for hours worked as calculated according to the rules in Payroll
Settings

Note that, in order for the Payroll Report to be accurate, you must have accurately entered the required
information in Payroll Settings, as well as entered an hourly pay rate for each employee in the
Employees settings. Note also that the Payroll Report is intended to be used as an aid in the
preparation of payroll. It should always be checked for accuracy.

At the end of each employee section of the report, totals for that employee are calculated for all dates
included in the report:

Employee Name: Andrea Maurer Pay Rate: §$31 .00k Emgloyee 10 AMZIETIH
e £ R ) ) L S et
10/14/13 Monday 8500 0.500 9.400 8.000 1400 0.000 £313.10
10/15/13 Tuesday €017 0250 6.267 6.267 0.000 0.000 §13428
10/16/13 Wednesday 10833 0.500 11333 B.000 3333 0,000 £40z98
10/17/13 Thursday 11000 0.350 11350 B.000 3350 0.000 £§403.78
10/18/13 Friday 6.067 0.200 6.267 L1650 4617 0.000 £265.84
10/21/13 Monday TE50 0283 B133 8000 0133 0.000 §25418
10/22/13 Tuesdsy 5967 0133 6.100 6.100 0.000 0.000 £189.10
10/23/13 Wednesday ~ 7.017 0.250 7267 7.267 0.000 0.000 §225.28
10/24/13 Thursday BO17 0467 483 £.000 0483 0.000 27046
10/25/13 Friday 7.983 0400 E383 B.000 0.383 0000 £265.61

Totals: 79.651 3.333 52,383 69.284 13.699 0.000 $2.784.50 |

At the end of the report, grand totals are presented for all employees:

© 2014 Brain Herd Software



48

Time & Attendance Manager for ESI Systems

{10/17/13 Thursday 10033 0.500 10533 5000 2533 0.000 §32449
10/18/13 Friday £.983 133 117 6117 0.000 0.000 16622
10/21/13 Monday 10983 0500 11483 8000 3483 0.000 536367
10/22/13 Tuesday BOLT 0.267 5283 5000 0283 0.000 £23167

{10/23/13 Wednesday  6.883 0250 7133 7133 0.000 0,000 519615
10/24/13 Thursday £.033 0.267 8300 5000 0300 0.000 23238
10/25/13 Friday £a17 0083 6000 4800 1200 0.000 $1B150
Totals: T4T16 2.567 77.282 69.483 7.798 0.000 $2.237.48

Grand Totals: 662.149 27.473 539,634 615416  Ti149 1.067 $17.669.43

This report also features a series of bookmarks to help you quickly navigate to a specific employee:

- |l B2 x |
@ & | [ HeaderfF s - . <
[ Orientation i#3 Find @) =]
| B | Bsaker : =3
Print = - I giza~™ a2 Bookmarks | irst Zoom Export |
B | [ margins e Page [ = [ = ‘
| Print Page Setup 3 MNavigation | |
|
Document Map X i
+ Payroll Report S S S T
Payroll Report i - 1 i
Andrea Maurer i orpay, . v i, oy, A i Corpany D ARG
Antonio Hart A= cicae M e Andoma Wi By P Eorplope O AU
Frank Hasson 1AL G ) e ) Fre) Do adidn
IAGHITEY  ROT WD RIS RHF 00D G0 MM
Gar}' Mewcomb AR Wedesy 06 Y 1. i S i [ P
IATHITRE MBS 03D B S8 M SN0 RNE
John Smith ETETEFES o [T L BT [t
Al ANy TESD e (e G LT Al i
Kl,-rla Cullens WA T G o1k [ [313 [ T T
Iy TOT BN THE . TIE 00D 0D SN
Louise Gaines SRR RET GO G4 R ST R T
I T T T~ )
Raylene Hutchins Tak mw am mm omm am oo mas
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ST IR EAF GO0 04F Do s
B e Bl REE BB 13E oo k0N
A0UE4 T T T 01X o o oo flei) 1idaE
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Tamale mra 2w aw mnam 4an LT nrmm
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AATHI TRy T L T T - T
e
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Clicking on an employee name will take you to the corresponding section of the report.

445 Unassigned Cards/Fobs

The Unassigned Cards/Fobs report gives a list of all security card or fob numbers that are not assigned
to any employee, but for which in/out events have been retrieved from the phone system. When
choosing this report type, the Date Range and Report Scope sections will be disabled, as no additional
parameters are required to run this report. Here is an example of the Unassigned Cards/Fobs report:
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5

Unassigned Cards/Fobs

S0 Company, 123 2 Manm 8 feytown, MO S4320, (355) 2551010 Company 10 BEC-124TER
4508838857

L

A508R28074

Page: 1 of 1

Troubleshooting
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5.1

5.2

Error receiving card/fob events

If you attempt to receive card/fob events via the S SeEaRtEaE link and get the following

error:

There was an error trying to retrieve cardffob events from the phone system.
! . Ensure you have the correct N5P IP address and base port entered in Miscellaneous Settings.

Would you like to go to Miscellaneous Settings now?

Yes Mo

Please attend to the following items:

(1) Ensure that you have the correct IP address entered in Miscellaneous Settings, in the Phone System
Communication section. The IP Address field must be set to the IP address of the NSP (Network
Senvices Processor) on your ESI phone system; this is specified in ESI phone system programming as
the "NSP Private IP Address" in Installer Function 824. The Base Port field also must match the setting
in the ESI system programming Installer Function 821, "Base UDP Port".

(2) If there is an active firewall on your PC, ensure that UDP ports 59005, 59091, and 59094 are
unblocked. If the Base UDP Port setting in ESI phone system programming function 821 is not set to
59, these port numbers will be different; in that case, you will need to unblock UDP ports xx005, xx091,
and xx094, where xx is the Base UDP Port.

If you attempt to receive card/fob events via the S SeEaRtEaE link and get the following

error:

It appears that Time and Attendance is turned off in the phone system.
! . Please enable Time and Attendance in the phone system programming in F.374
(please ask your ESI phone system reseller for help if needed).

QK

Please ensure that you have enabled Time and Attendance in the phone system programming, Function
374.

Missing events or wrong time stamp

If you are missing card/fob events in the Time Cards time line view or in reports, ensure you have done
the following:

(1) Receive events \ia the S e ik
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(B " .
S [

Actions «

2 Receive Card/Fob Events |

&8 View InfOut Status
@) Time Cards

|Z| Reports

3 Help

aéts.a Settings

i

M Actions

Click this link to
receive infout
envents from the
phone system

Time and Attendance Manager
for ESI phone systems

(2) Ensure that the date and time are correct on your ESI phone system; all card/fob events are set
using the phone system date/time. The date and time can be set via Administrator or Installer Function

141 in ESI phone system programming.

(3) If you have the Web-based Time Clock active, ensure that the PC on which Time & Attendance
Manager is installed has the correct time set. The Web-based time clock pulls its time stamps from the

PC time as a user is clocking in or out.
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