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IMPORTANT-READ CAREFULLY: This Software License Agteement (“SLA”) is a legal agreement between you (either an individual
or a single entity) and G.NEIL CORPORATION (“G.NEIL”) for the software product found in this package, which may include
associated media and printed materials (“SOFTWARE PRODUCT”). By installing, copying, or otherwise using the SOFTWARE
PRODUCT, you agree to be bound by the terms of the SLA. If you do not agree to the terms of this SLA, do not install or use the
SOFTWARE PRODUCT; you may, however, return it to G.NEIL for a full refund.

Software Product License
The SOFTWARE PRODUCT is licensed, not sold; G.NEIL retains full ownership rights to the SOFTWARE PRODUCT. G.NEIL, upon
your payment of the applicable fees, grants to you a nonexclusive license subject to the following conditions:

The SOFTWARE PRODUCT may not be exported, distributed, rented, leased, sublicensed, or used on a service bureau, bulletin board, or
at any time-sharing system. It may not be copied, altered, modified, translated, or used to create a derivative work. You may not reverse
engineer, decompile or disassemble the SOFTWARE PRODUCT. You may use the SOFTWARE PRODUCT for your individual use or
for use within your company, but you may not use the SOFTWARE PRODUCT to produce records to be sold or distributed outside of
your company.

Purchasers who have paid for a license may install and use the SOFTWARE PRODUCT on a single computer. For each additional
installation, an additional license is required.

Your right to use or install the SOFTWARE PRODUCT automatically terminates upon failure to comply with any provision of this SLA,
violation of any term of this SLLA, or upon your destruction of all copies of the SOFTWARE PRODUCT. In any of the foregoing
circumstances, you must remove the SOFTWARE PRODUCT from your computer’s hard drive, application server or other mass data
storage devices and cease use of the product. The License is deemed accepted and delivered in the State of Florida and shall be construed,
interpreted and governed by the laws of the State of Florida, without regard or effect given to its or any other jurisdiction’s choice of law
jurisprudence.

G.Neil warrants the SOFTWARE PRODUCT will operate in accordance with its published specifications for a period of ninety (90) days
following the date of purchase (30 days for opened software). In the event the SOFTWARE PRODUCT fails to operate in accordance
with the published specifications during that period, you may return it to G.Neil. G Neil will, at its option, repair or replace the defective
program or refund the purchase price. THIS IS YOUR SOLE AND EXCLUSIVE REMEDY.

G.NEIL SPECIFICALLY DISCLAIMS ALL OTHER WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING BUT NOT
LIMITED TO, IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE WITH
RESPECT TO THE USE AND INSTALLATION OF THE SOFTWARE PRODUCT, DEFECTS IN PRODUCT MEDIA AND
THE PROGRAM, AS WELL AS THE SOFTWARE PRODUCT’S INTERACTION AND COMPATIBILITY WITH OTHER
PROGRAMS, SYSTEMS, AND HARDWARE. IN NO EVENT SHALL G.NEIL BE LIABLE FOR ANY LOSS OF PROFIT OR
ANY OTHER COMMERCIAL DAMAGE, INCLUDING, BUT NOT LIMITED TO, SPECIAL, INCIDENTAL,
CONSEQUENTIAL OR OTHER DAMAGES EVEN IF G.NEIL HAS BEEN ADVISED OF THE POSSIBILTY OF SUCH
DAMAGES. THE SOLE AND EXCLUSIVE REMEDY AVAILABLE TO PURCHASERS/LICENSEES UNDER THIS
AGREEMENT IS LIMITED TO REPLACEMENT, REFUND OF SALES PRICE, OR FULL CREDIT. FAILURE TO COMPLY
WITH THE TERMS OF THIS SOFTWARE LICENSING AGREEMENT IS STRICTLY PROHIBITED AND MAY VIOLATE
COPYRIGHT LAW.

G.Neil is a trademark of Everglades Direct, Inc. Microsoft, Windows and Internet Explorer are registered trademarks of Microsoft
Corporation. Entire work © G.Neil 2003. All Rights Reserved.

We welcome your suggestions and comments. Contact us at G.Neil, 720 International Parkway, Sunrise, FL 33345
Tel (800) 999-9111 — Fax (954) 851-1214 — Customer Service e-mail tes@gneil.com
Technical Support Tel (888) 925-7740 or www.gneiltechsupport.com
Shop Online at www.gneil.com
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Chapter 1:
Welcome!

Thank you for choosing MyBiz Time Clock by G.Neil. This application replaces
mechanical time clocks, eliminating hand correcting and tallying of time cards and
dramatically reducing payroll prep time.

When combined with MyBiz Attendance, this powerful tool provides a comprehensive
time and attendance tracking system for your business. Features include:

Easy clocking in/out using keyboard ot swipe card

Detailed time and date stamping of all entries, including supervisor changes
Instant knowledge of employee status through a virtual in/out board

Fully customizable work schedules, rounding rules, overtime settings and more

Data export function to major payroll provider software

YV V.V V VYV V

Direct transfer of time card runs into employee timesheets in QuickBooks® Pro and
Premier Editions 2003 and/or 2004

Flexible security access for employee and managers alike

Y VY

Integration with other MyBiz programs simplifies data entry

Chapter Contents:

Unlocking the Demo ... 10
System Requirements ... 10
Magnetic Stripe Card Reader Specifications ..........cccoeeueunne 10
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Unlocking the Demo ......ccuuiveeirieiiiiiniiiniiinieiniecnecnecsecsseessecssessssessssessseses
If you have already installed the demo of MyBiz Time Clock, you can unlock it by
following the steps listed here.

1. Run MyBiz Time Clock.
2. Select Alter Current Product License from the Help menu; click the Edit key.

3. Enter the Product Key you received with your purchase (it starts with the letter T).
This will be located inside the front cover of this User’s Guide in the lower right hand
corner or sent to your e-mail address.

4. Click OK. If the confirmation message does not appear, verify that you entered the
correct key. The key is not case sensitive.

| NOTE: There is a different product key for each G.Neil software product.

System ReqUIremMENts ........cooeeevueinvieinineiniieinieinneiniennnennenseessnessssessssessssessssessnes
Required
* Windows 98 (SE) or later
* Pentium 266Mhz or faster processor
* 64 MB available RAM (Random Access Memory)
* 20 MB available hard disk space
* Access to a CD-ROM drive
* SVGA monitor with 800 x 600, 16-bit color depth or higher
Recommended
* Pentium III or higher processor
* 128 MB available RAM (Random Access Memory)
* 20 MB available hard disk space
* CD-ROM drive
* SVGA monitor with 1024 x 768, High Color or higher
* Windows-compatible graphics quality printer
MyBiz Time Clock database must be installed on a single, standalone computer. You can

create multiple accounts with different access levels, but the software runs on the PC you
install it on.

Magnetic Stripe Card Specifications .........ccooveevvuervrueiniirisirnnuinnncinecniecneceeesnees
This information is if you are going to utilize a card reader.
» Keyboard Wedge — The reader may be a magnetic stripe card or batr code readet.
We have tested with a keyboard wedge, which the keyboard connects into the
reader and then to the computer.

» Formats: ISO 7811, AAMVA, and CA DMV.
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» Cards must be pre-encoded (on one track only) with up to 24 alphanumeric
characters on track 1 with a single carriage return at the end.

» Contact G.Neil at (800) 999-9111 to order card readers and ID Badge Kits. If you
have a technical question, please contact G.Neil Tech Support at (888) 925-7740.

Time Clock Ethernet TErmMINAl ........vvevveiieiiieiiiiireereerreeereecrseeessssssscssessssssssssssesses

Time Clock Ethernet Terminals are small, low cost data collection devices that
communicate with MyBiz Time Clock over a TCP/IP netwotk. The network interface
supports both 10BaseT and 100BaseT Ethernet connections. The operator interface
consists of an LCD display and membrane switch keypad and mag-stripe card reader.

Installing MyBiz Time ClOCk ......cooeivuiivniinniiniiiiiiiiiiieenecnnecnecsneessecsneesaeens

To begin installing MyBiz Time Clock, follow these steps:
1. Close ALL running programs.

2. Insert the MyBiz Time Clock CD into the CD-ROM drive of your computer. Once
the CD is inserted, if the browser menu does not appear, proceed to the next step.
Otherwise, skip to Step 6.

3. Click Start, Run. The Run dialog will appear.

4. In the dialog box, type D:\setup. exe where D: is the letter of your CD-ROM drive.
5. Click OK or press Enter.

6. The browser menu will appeat. Select “Install MyBiz Time Clock.”

Once the installation procedure begins, follow the on-screen instructions to install the
software. When installation is complete, the G.Neil program group will be added to your
Start menu and a MyBiz Time Clock icon will be on your desktop.

Ch 1: Welcome
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Chapter 2:
Installing MyBiz
Time Clock

This chapter explains how to install MyBiz Time Clock to a standalone computer and
answers frequently asked questions about installing.

Chapter Contents:

OVEIVIEW ..ttt 14
License OPLioNS ...ttt 14
Frequently Asked QUESHIONS ..o, 14
Installing MyBiz Time Clock ... 14
INStallation TYPE ..o 15
Remote Terminals ......cooeeeeeeeeeencenenrrreeeeeeeeeceneeees 15
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OVEIVICW ..cuureennrenrereeirenieesserssersssssssessssssssesssessssssssesssssssssssssssssssssessssssssssssessssssssssnses

MyBiz Time Clock can be installed on a single standalone workstation. If you have more
than 100 active employees, need a multi-user network set up or want other advanced
features, please use our Optima line of software.

LICENSE OPLIONS ...uuveiriireiiiiniiiiieiiiintinietiisnetssstesssaetsssssessssessssssssssssssssssssssssssssss

The license options currently available:

» Single User — Only one application of the Time Station and one application of the
Time Clock Admin can run at a time.

Frequently Asked QUESHIONS ......ccueevueiiuiininiinniiiiiinieinieniecnecnenneeresasesssnees

Q: What is the difference between the Time Station and the Time Clock Admin?
A: The Time Station is whete your employees clock in/out from and is usually installed
on a computer in a convenient location accessible to employees. This computer can also
have a swipe card reader attached to make clocking in/out easier. The Time Clock
Admin is for managers and supervisors. This is where administrative work is done, such
as setting up Time Clock access, and editing and printing time cards.

Q: Can I install MyBiz Time Clock on a Network Server and connect from a
Client Workstation?

A: No. The MyBiz products are essentially a single user license and can only be installed
on a standalone computer. If you have a need to have multiple computers connected to
the same database we recommend using our Optima products. The only exception to
this is with the MyBiz Time Clock which allows you to install the Time Clock Admin and
Time Station on separate computers.

Installing MyBiz Time Clock .........coouiiiiiiiinuiinniiiiiniiniecnnecceecnnecccneecssneeees

To begin installing MyBiz Time Clock, follow these steps:
1. Close ALL running programs.

2. Insert the MyBiz Time Clock CD into the CD-ROM drive of your computer. Once
the CD is inserted, if the browser menu does not appear, proceed to the next step.
Otherwise, skip to Step 6.

3. Click Start, Run. The Run dialog will appear.

4. In the dialog box, type D:\setup. exe where D: is the letter of your CD-ROM drive.
5. Click OK or press Enter.

6. The browser menu will appeat. Select “Install MyBiz Time Clock.”

Once the installation procedure begins, follow the on-screen instructions to install the
software. When installation is complete, the G.Neil program group will be added to your
Start menu and a MyBiz Time Clock icon will be on your desktop.
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INSEAllation TYPE ....ceervvueiiiiiiiiiiiiiiieinietinetrsee st tssseesssaessssasesessnessssasesessnssns

» EXPRESS: We recommended that you select this option if you are installing or
upgrading MyBiz for the first time. This will take you through the installation
process with minimum user intervention.

» CUSTOM: This option is for Advanced Usets who have specific installation needs,
such as installing just the Time Station program on a client PC.

Upgrading from a previous VErsion ..........c.ceeeeieerieenneenneennecnnecnneesneeeenees

Upgrading from Version 1 to Version 2

No conversion is required when upgrading from Version 1 to Version 2. Opening MyBiz
for the first time will update the database to Version 2. The MyBiz program must have
exclusive use of the database to perform the update. Because MyBiz Time Clock,
Attendance and Records share the same database, you must upgrade all programs from
Version 1 to Version 2 at once; otherwise, you may have data loss.

Magnetic Stripe Card Reader (Optional) .........ccovueevveiniiiniinneinnnrinseensecnnnnensneennnes

The magnetic stripe card reader (mag-stripe reader) is an optional accessory that you can
use with MyBiz Time Clock. The type we use is a keyboard wedge which connects to a
computer keyboard. The mag-stripe reader is meant to be used with a dedicated
computer which can run the Time Station.

Remote Terminals (Optional) ........cccccevvvuiiiiuiiiineiininiinineinineinnecnennesessneesessesens

The Time Clock Remote Terminal is another optional accessory that you can use with
MyBiz Time Clock. This section explains how our program works with remote
terminals. A remote terminal is a data collection station that looks like a 10-key pad with
a magnetic stripe card reader attached. The remote terminal is connected by a network
cable that allows you to have a small data collection station in areas where you don’t
want or need to have a full computer and monitor setup.

A remote terminal collects the data (such as someone clocking in/out) and sends the
information to the database where it processes the data through stored procedures. In
other words, it does all the processing at the PC where the database resides. The remote
terminal has a live connection to the PC, so if the PC goes down, employees will not be
able to clock in or out until the connection is restored.

Setting Up a Remote Terminal

To set up a remote terminal you will need the following:
»  One Time Clock Remote hardware clocking station
G.Neil Remote Terminal Program

MyBiz Time Clock Program

Static IP Address

YV YV V
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The Remote Terminal Program allows you to enter an IP Address of the Remote
Terminal. You can set up the remote terminal anywhere you can setup a connection to
the network.

Setting the IP Address on a remote terminal

1. Have your Network Administrator set up a static IP Address for the remote
terminal. NOTE: G.Neil Tech Support cannot assist in setting this up.

2. Connect the Remote Terminal to your network through an Ethernet cable.

Theory of Operation

When the Time Clock Remote terminal is connected to an Ethernet network it functions
similar to a “dumb” terminal. The host software can send commands and displayable
messages to the terminal via the network. User input is entered at the keypad or mag-
stripe reader and is sent to the host software. To minimize network traffic, the user input
is transferred as complete strings instead of character by character. Strings are terminated
by the “Enter” key and terminated with the ASCII <CR> & <LF> characters. The mag-
stripe input automatically includes the “Enter” function.

Terminal Emulation

The Time Clock Remote terminal has two (2) emulation modes, the “Virtual Terminal
Command” (VT'C) mode and the “ANSI Emulation Mode.” The VTC mode provides a
unique but simple protocol that eliminates the need to know all the particulars of the
lower level ANSI protocol. The ANSI emulation mode is a subset of the standard ANSI
terminal protocol that supports most of the standard display manipulation command set.
For more information on these emulation modes see the “Software Interface” section.

Network Interface

Time Clock Remote terminal connects to a 10BaseT or 100BaseT hub via a standard RJ-
45 Ethernet cable. From a network perspective, it occupies a single “socket” at a
specified TCP/IP address and port number. The device must be configured with a
unique IP address, net mask, and port number BEFORE it is installed on the network
(see “Network Configuration Mode”). The host software communicates with the
terminal by establishing a connection with the terminal and then sending and receiving
ASCII text command strings.

Operator Interface

The Time Clock Remote includes an LCD display and a numeric keypad as the primary
operator console interface. In addition, the terminal may include optional barcode
and/or mag-stripe input readers and an auxiliary RS-232 serial port for connection of a
serial input device.

Ch 2: Installing
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[top left
charactet]

[bottom
row
character]

Display

The Time Clock Remote display is a two (2) line by twenty four (24) column LCD
character display. It can display the 96 standard ASCII characters and 96 non-standard
symbols in a 5 x 7 dot matrix font. The cursor position is identified by a blinking box
and can be positioned under software control. A display backlight is included; 8-line,
desktop and wall-mounted versions are available, also.

Keypad

The Time Clock Remote operator keyboard consists of a four (4) row by six (6) column
membrane switch keypad. Two (2) shift keys (“S1” & “S82”) are provided to generate
upper case alpha characters and several special characters. The keypad also includes “IN”
and “OUT” keys for manually clocking in/out and “YES” and “NO” keys for answerting
program questions.

Default Alpha/Numeric Mode

[top right character] Function Keys

/N

NA B |C D E F G H « ‘ ( )
—7 8 9 SPACE IN ouT
I ] K L | M N |O P # $ : ;
4 5 6 CLEAR YES NO
Q R S T U vV oW X | = @ * ?
1 2 3 BACKSPACE
Y Z , . - + \ /
s1 0 S2 ENTER CANCEL

[shift keys]

The shift keys (""S1" & "'S2") are used to expand the number of ASCII characters that
can be generated by the keypad. Holding down a shift key and pressing one of the other
22 keys generates an alternate ASCII character. For example, holding down "82" and
pressing the "7" key generates the ASCII "B" code. In addition, holding down both shift
keys and pressing a function key results in a special local terminal function. The
following table shows the assigned local terminal functions.

Key Combination Local Function

Enters the bottom character. For example, pressing “7”
enters the number “7” on the keypad.

Pressing Bottom Row
Character

S1 & [top left character] Enters the top left character. For example, pressing “S1”

& “A” enters the letter “A” on the keypad.

Ch 2: Installing
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Key Combination Local Function

S2 & [top right character] | Enters the top left character. For example, pressing “S2”
& “B” enters the letter “B” on the keypad.

S1&S2 + 1IN Enter Network Configuration Mode
S1 & S2 + OUT Enter Configuration Mode
S1 & S2 + Cancel Reboot Terminal — Reboot requires reconnecting

through the TC Remote program

Setup & Configuration

It is strongly recommended that you read these instructions on setting up and
configuring the Time Clock Remote terminal BEFORE attempting to install it.

The Time Clock Remote terminal must be configured for MyBiz Time Clock BEFORE
it can be installed and used on the network. Configuration parameters can be modified
through the operator console and are saved in non-volatile memory. Network
communication parameters are entered with the “Network Configuration Mode” and the
console parameters are modified with the “Console Configuration Mode”.

Configuring the Time Clock Remote terminal is done in three steps:
1. Configuring the Network Configuration.

2. Configuring the Console Configuration.

3. Setting Up the TC Remote program.

Network Configuration Mode

The Network Configuration Mode is used to configure the Time Clock Remote
communications parameters. These parameters must be set BEFORE the terminal is
installed on the network. Holding down the “S1” & “S2” shift keys and pressing the
“IN” key will start this mode. A menu will be displayed and pressing the “2” key will
allow access to the network parameters. The display will present a series of configuration
parameters and their current values. A value can be changed using the keypad and
pressing the “Enter” key. After the last parameter is entered the values are saved in
memory and the menu is display again. Exit from the “Network Configuration Mode” is
accomplished by pressing the “Enter” key at the menu.

The following table summarizes the “Network Configuration Mode” parameters and the
VTC command names used to change them. NOTE: Only the MYIP, NETMASK, and
MODE parameters need to be configured to work with MyBiz Time Clock.

Ch 2: Installing
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Name

Default Value

Description

MYIP

192.168.168.50

Defines the unique network address of this
terminal. This value must be set BEFORE
installing the device on a network. The default
value may NOT be appropriate and a new
address should be obtained from the network
administrator.

NETMASK

255.255.255.0

Defines the network mask for the IP address.
This value must be set BEFORE installing the
device on a network. The default value may
NOT be appropriate and a new value should be

obtained from the network administrator.

GATEWAY

0.0.0.0

Can be set to the address of a router or gateway
if the network extends to multiple segments.
This value must be set BEFORE installing the
device on a network. The default value may
NOT be appropriate and a new address should
be obtained from the network administrator.

TCPPORT

1070

Defines the primary TCP/IP port number used
for this terminal. This wvalue must be set
BEFORE installing the device on a network. In
most cases, the default value will be acceptable.
However, it may NOT be appropriate and a new
port number should be obtained from the
network administrator. It should be set to 23 for
a “telnet terminal” application.

SERVER

0.0.0.0

Defines a TCP/IP address for a server
application. This value must be set BEFORE
installing the device on a network. Normally,
this value is set to 0.0.0.0 which causes the
terminal operate as a “server” and connects with
a host computer running a “client” application.
If this value is set to any other IP address the
terminal will operate as a “client” and will
attempt to automatically connect to a host
computer “server” application.

Ch 2: Installing

19




myBi? Time Clock™ » gNeil

Name Default Value | Description

AUXPORT 9600,0,8,1,1 Defines the communications format for the aux
serial port. The parameter string consists of five
(5) integer value fields and has the following
format:

Baud, parity, data bits, stop bits, xoff Where:
Baud = standard baud rates in the range of 110
— 57600

Parity = 0 (none), 1 (even), 2 (odd)

Data bits = 7 or 8

Stop bits = 1 or 2

Xoff = xon/xoff protocol (0=disable, 1=enable)

MODE 1 Defines terminal emulation mode. The two (2)
valid emulation modes are as follows:

1 = VTC Mode (default)

2 = ANSI Mode (MyBiz setting)

MYMAC 0050C2163007 This command will return a 12 character
hexadecimal string representing the Ethernet
hardwate address. It is read only and can not be
used to change the hardware address.
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Chapter 3:
Getting Started

This chapter will help you to get started quickly and provide references for other

chapters.

Chapter Contents:

Before You Begin ... 22
Starting MyBiz Time Clock ... 25
Opening the Management Screen ...........ccccceeeiiieenenennnnnen 26
Checklist .. 26
Changing the Admin Password ..., 27
Creating Locations & Departments..........ccccovveinvicniiccnnnnenns 28
Setting Up Global Preferences ........cccccoeevvevnnninicicccccncnee 30
Setting Up Reason Codes ..., 37
WOTrk SChedUIES ... 39
Adding EMPIOYEEs ... 40
Assigning Time Clock ACCESS ...t 41
Creating Time Clock Messages ..., 42
Setting Up Reminders ... 42
Dealing with Time Zone Differences ........cccocvvviiiiiiiccccnnee 46
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Before YOU BeGiN......uuiiuuiiiiiiieiniiiniiinieiniecniecnecnneesaecssecssessssessssessssessssesssseses
You should have the following information available:

» Location and Depattment names

»  User Information (managers, supervisors, administrative assistants and others who
will have access to the data)

» Employee Data (Employee Name, Hire Date, Work Status (full or part time), Active
Status (Active, Inactive, or Terminated), Location and Department, Day Work
Hours and Week Hours). You will need additional information about employee
schedules, overtime and rounding rules, payroll categories and codes, etc., to fully
set up MyBiz Time Clock.

Navigating the Management Windows

MyBiz Time Clock is now easier to navigate than ever before. Even better, if you have
other MyBiz software installed, such as MyBiz Records and Attendance, you have access
to all programs and features from one convenient interface.

The main parts of the MyBiz user interface are the Menu Bar, Program Bar, Feature
Column, Employee Select Column, Selected Feature Pane and the Recent Features Pane.

Feature Column  Employee Select Selected Feature
Column Pane

e

% MyBiz Tirne Clock
Menu bar Fls View Sattngs Report Hsp

Program Bar

Time Clock Employee Select = Employee Detail
Emplopes Detail Browse | TresView s} ﬂ % @! 2
& n/0ut Board O eriby Lt Fomme New  Ga Delete  Frint  Foms  Help
@ Reminers Salutation: First Name: Middle Narme: Last Name:
Repaort: =
@ Reports M4 v M Somdiyl M ] [Kely [w. . |Cifton
88 Tine Clock Access T L EEM [} Hire Date: “Work Status
| Last Name irst Mame
& Time Clock Entiss S o — | 176288931 00024 [o115n1980  ~] [FubTime  ~|
@ Time Card Runs [ i Billy Emplayment S tatus: Hide Picture:
Active -
I Dawson Renee Job Title
I~ Handy Ed [ales Cocrdinator
I Karl Matthew Loeation:
I Makowski Debarah ‘Fort Lauderdale j
II: MeCalla Tracy oA ae
McDonald Chrig ‘Memhandising j
I Opel Stephen i T
I~ Osbom Wands = WSS m £ %’;U _
Recent Features I Peck Cathy | w
P I~ Richards Roben Comments:
ane -
[ Woodward  Kristies This data is for sample puposes only. Please feel free ta insert your own message here,
Comments can be used to record simple notes on any individual employee. Click Help,
ahd then Contents to zee mare infarmation about this program.,
o
< ke
Status bat —— Employes Kelly W Cliftan Hirs Date 01{15{1990 Active
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Menu Bar

The menu bar includes the following options:

Menu

Description

File

Maintenance - Backup and Restore Database —
Export Time Clock Data -

Import Data — Imports basic data into the database.
Export Data — Exports basic data from the database.
Delete — Deletes current employee record.

Exit — Closes program.

[Employee Name(s)] — The last seven employees that have been
entered or edited will show here for quick navigation back to their
records.

View

Filter Page — This option allows you to filter by Active, Inactive,
Terminated, Full and Part Time Status.

Open Reminders — Shows open reminders that have not been
resolved and whose date has not passed.

Checklist — Shows the Checklist for getting started.
Welcome — Shows the Welcome Screen.

Settings

User Security — This screen allows you to set up user access.

Global Preferences — This feature allows you to set up settings that
affect features within the program.

Reason Codes — This allows you to set specific reasons when
entering paid time for an employee.

Locations Departments — This feature allows you to create your
locations and departments.

Messages — These messages will be seen when employees clock in
and out.

Work Schedules — Work Schedules allows you to set rounding rules
(grace petiod) for employees clocking in/out.

Time Difference — If you have multiple sites in different time zones,
this option will allow you to set the difference in time for each
computer connected to the database.

Reports

There are 12 different reports from basic employee information to
viewing time cards and tracking deleted time clock entries (See
Chapter 10 — Using Reports).

Ch 3: Getting Started
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Menu Description
Contents — This brings up the Help File for MyBiz Time Clock. Note:
Help Internet Explorer 4.x and above needs to be installed for this option to
work.
System Information — This gives you information about your

computer, database path, and other information that is needed when
speaking to G.Neil’s Technical Support team.

About — This shows the version number, type of license (Single User,
five user, 10 user or Unlimited), and User Login Name. A link to the
G.Neil Tech Support site is also located here.

Alter Current Product License — This allows you to enter a new
Product Key Code.

Feature Column

The Feature Column includes the following options:

Button Description

Employee Detail allows you to add new employees and edit
Employee Detail | employee information. This screen is shared between MyBiz
Attendance, Records and Time Clock.

In/Out Board allows you to view the clock in/out status of
employees at a glance.

In/Out Board

Reminders Reminders allows you to view, edit and create reminders.
Reports Reports allows you to print 12 different reports.

. Time Clock Access allows you to set up employee access to
Time Clock ) b €mpio]

clock in/out. You may give employee access to create, edit

Access . - :
and/or delete their own time entries.
. Time Clock Entries allow you to maintain employee time
Time Clock . . L .
Entries entries. You may view, add, delete and edit time entries as

needed.

Time Card Runs allow you to view, print or export time

Time Card Runs
cards

Toolbar

The Toolbar contains buttons that allow navigation between feature records and allows
editing of employee information.

Go to Edit Record  Cancel Changes
| ' | | |
M4 s m BB X T ?

First Prior  Mext Last MHew Edit Save Cancel Delete  Print Forms  Help

Print Report Launch

Feature
Create New Save Changes Delete Record Help
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Starting MyBiz Time Clock ........covuirveirieiniiiniiiniintineiecnccnecec e

©

Time Station

When installed on a

Server, for security

purposes, the date and
time is pulled from the PC
where the database is
installed, and not from the

Workstation.

Clock- in and -out using

the keyboard or by

magnetic stripe card

reader.

MyBiz Time Clock consists of two applications: the main application - MyBiz Time
Clock Admin, where administrative work is done, such as setting up logins, editing time
cards and printing time card runs; and a separate application called the MyBiz Time
Station, from which your employees clock in and out.

To start the Time Station, click Start > Programs > GNeil > MyBiz Time Station or
double-click the program icon on the computet whete your employees will clock in/out.

The Time Station is where your employees will clock in and out. Employees may clock in
and out using the keyboard or swipe card with magnetic stripe reader or use a Time
Clock Remote Terminal, which only needs the TC Remote program running.

My Time Clock — In Out Board — Shows
Employees may login to who is clocked in and out
view their time entties. at a glance.

& MyBiz Time Station

My Time Clack  Help
My Time Clock In Out Board El Help
- Monday 7/5/2004
=
2
W
Y. ] ]
% 8:42:27 AM
E
=
AN Employee Login Password
| |
[F5] Clock In ‘ [F8]Clock Out
&Neil
Card Swipe Enabled Auto Clocking Enabled
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Opening The Management SCreen .........cceoveerneenneinneinneinneennueessesssesssesesesenees

The Management screen allows you to view and edit employee time entries, run reports,
and set program options. If you have the MyBiz Time Clock (full program) installed on
the same computer as MyBiz Time Station, you will have the option to log into the
management screen by clicking Management > Management Login. Or you may get
to it by clicking Start > Programs > G.Neil > MyBiz Time Clock.

NOTE: A Management (Administrator) Login is different from an Employee Login. A
Management Login allows access to set up screens, time card entries and reports;
Employee Login only allows employees to clock in/out and manage their individual time
entries.

The Welcome Screen

If you’re going into the Management screen for the first time, the Welcome screen will
appear. The Welcome screen gives you tips on getting started and the new features.

If you do not want this window to appear the next time you start MyBiz Time Clock,
click Don’t show this message again in the bottom left. To show this message at
startup from within MyBiz Time Clock, choose View > Welcome. Click Continue to
open the Management screen.

Logging into the Management screen

A user login is different from an employee login. An employee login (set under Time
Clock Acess) will only have access to the My Time Clock feature and to clock in and
out. A user login (set under User Security) will allow managers, supervisors, and other
administrators access to setup and maintain MyBiz Time Clock.

Login and Password

If you’re logging in for the first time, the default user login is Admin, and the default
password is Admin. For security purposes, we highly recommend changing this
password after you log into the Management screen.

MyBiz Time Clock Checklist ...........cccoviivvuiiiinuiininiiiiiiiiniiiiieiinneccnecssneecenne

For first time users, the MyBiz Time Clock Checklist will appear. If you do not want this
window to appear at startup, click I am finished with the checklist. To show this
window from within MyBiz Time Clock, choose View > Checklist.
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The Checklist shows in order the sections that you should complete to get up and
running quickly.

O Change the Admin password by going to Settings > User Security. We highly
recommend changing the Admin password even if there aren’t other users. If
needed, set up access for others who will need to help you set up the program. If
you need to give access to specific locations and departments, or individual
employees, set these up first and then come back to User Security and complete
security access. (See Chapter 5 — Setting Security Rights.)

O Create Locations and Departments (See Chapter 3 — Creating Locations &
Departments .)

Q Set up Global Preferences. (See Chapter 3 — Setting Up Global Preferences .)

O Setup preferences (See Chapter 3 - Setting Up Time Clock Preferences .)

O Set up Reason Codes (See Chapter 3 - Setting Up Reason Codes

O Create Work Schedules (See Chapter 8 - Creating and Editing Work Schedules.)

O Add Employees (See Chapter 7 - Adding a New Employee .)

O Assign Time Clock Access (See Chapter 3 - Assigning Time Clock Access .)

O (Optional) Setting Up MyBiz for Time Zone Differences (See Chapter 3 - Dealing
with Time Zone Differences .)

Changing the Admin Password ............coouiiniiiniinniinniinniinnnenneenieennecnneenneenne

The Admin login and password allows access to all features within MyBiz. Changing the
Admin password is quick and easy, and allows for greater security.

NOTE: The password should be one that you will easily remember but not easily
guessed by those who know you. A combination of letters and numbers (no spaces or
special characters) at least 8 characters long will make a good password.

To change the Admin password, follow these steps:

1.
2.

3.

From within MyBiz, go to Settings > User Security.

Enter a new password in the Password block. Then enter the password once more
in the Verify Password block.

Click Save.

The next time you log in, you may use the new password.
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User Security
Screen

Save As — allows you
to copy access rights
from one user to

Detail, Attendance, Records and Time
Clock — set access to specific program
features.

another.

:;] Security Maintenance

Search For - allows

searches by user

- - > > g ?
First | Previous | Hext Last : 2 Halp Cloge
| Detail Attendanca| Hecords] Time Clock. Il Locat\on."DepaltmentI
e ——
J Log In: Full Hame:
Uszer Mame 1% J ) | :
Password: Verify Password:

Dizplay Reminders Alarms Show Hints
= T =
I(i User Active Creation date 441242001
Feature Access Rights
L Employee Record Access Fead 'white Delete
| Detail Read wiite
| Wiew SSH ‘es
_|Run Reports Yes
_|Reminders Read wiite Delete
| Reminders, Assign Global Yes
_ | Fieminders. Assign Uy Tes

Read Wwiite Delete
Read wiite Delete
Fead ‘wiite Delete
es

User Security

Feature/Access Rights —
allows you to set access to each

feature. employees.

Location/Department — sct
access to location/department ot

Creating Locations & Departments ..........cocceevevueerinneeininneininneeessseessneesesseessssesesnns
Locations and Departments are required and must be assigned to each of your
Employees (See Chapter 7 - Adding New Employees to assign Location/Depattment
to employees). Locations and departments allow you to sort your employees within a
designated group. A location is considered a geographic place or group name, such as a
Chicago or East Coast. A department is considered a specialized division or group

name under the

location, such as Sales or Merchandising.
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& Location Department Maintenance

Location / Department (™ - > >l m ) 2 Befare an Employee can be assigned to a Depaitment, the
. By r 0 Department must be assigned to a Lacation. Click the + just
First P Mext  last Delete N Bt Hel 3 ! !
screan ! ner : et R s left af the Location Mame to view all available departments. Ta
,Li' D I azsigh/unazsign a Department to the Location,
acations spaitments check/uncheck the box just left of the Department Name.
When you save, the system will validate your changes. The
Locgdon system will not et you remove a Depatment from a Location if
an Employee is alieady assigned to that Location/Department
)/ combination.
~
. Fort Lauderdals = Denver *~
Location and Los Angeles [¥ Human Resources
Department set up Miami [+ Marketing
New York v Merchandisi
None [~ Mone
Fapid City [~ Operations
Seattle ¥ Sales

= Fort Lauderdale
™ Human Resource
[~ Marketing
v Merchandising
[~ Mone v

\

Assign departments to each location. Only those
departments selected will show up under that
location on the drop down menu.

NOTE: Departments are assigned to Locations. When setting up Locations and
Departments for the first time, a Location must be set up FIRST, and then you may
assign a Department to that Location.

Setting up Locations and Departments

To create your Locations and Departments, follow these steps:

Click on Locations and Departments from the Settings menu.
Click Locations, then click New.

Enter the Location name.

Click Save.

Click New again to create other Locations as needed.
Click the Departments, then click New.

Enter the Department name.

Click Save.

Click New again to create other Departments as needed.

= 0 0 N otk e

0. After all locations and departments are created, click the + sign next to Location in
the right pane.

11.  Assign departments to a location by clicking in the box next to the department.
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NOTE: As you add more locations and departments, youll see that each location has
ALL of the depattments that you’ve created. However, only those departments that you
assign to a location will show up when selecting them on other screens.

remove a Department from a Location if an Employee is still assigned to that
Location/Department combination.

You may not

Setting Up Global Preferences ............coeeivienniinniiniiinniinneinneineeinnecnnecnnecnnnes

Global Preferences allows you to control your default program settings, such as

Company Info, Report Options, and specific program options.

Before editing any of the Global Settings, you must first click the EDIT button. See

below for detailed information on each tab.

Company Info Tab
Global Preferences % Global Preferences B@@
- Company Info Tab

B o? 4

Eit  Help  Close

General Settings } Report Ophions l Aftendance 1

Company Name

Company Logo
|G Meil Corporation Current Logo:

Address]

City State Postal Code

[Sunize (N E=EES
Country
USA

o’
|72D Intemational Pk g Nell
Address2

BT
_tomierlon |
:

The Company Information screen allows you to enter your company name, address and
logo. We recommend entering the company name and logo as these will print out on

Reports.
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Feature Description

Company Name (Recommended) This will display on the report
heading.

Address, City, State, Zip | (Optional)

and County

Remove Current Logo This allows you to unselect the current logo.

Assign New Logo This allows you to select a new logo. This logo will
display on the top left of reports.

Save Logo to disk This allows you to save the current logo to disk or
to your hard drive.

Editing Company Info
Follow these instructions to edit the company info:
1. After clicking on Settings, Global Preferences click Edit.

2. Enter Information as needed.
3. Click Save.

Adding a Company Logo

If you have your company logo available in a bitmap (. bmp) or jpeg (jpg) file format,
you can have this logo appear on reports. MyBiz supports .bmp and .jpg file formats not
to exceed 200x200 pixels in size. The logo will appear in the top left when you print a
repott.

To add a company logo, follow these steps:
1. Click Assign New Logo.

2. Navigate to the directory where the company logo is located. It can be in a .bmp or
jpg format no bigger than 200x200 pixels in size.

3. Click on the logo and then click on Open to select it.
4.  Click the Save button.

Saving Logo to Disk

You may save the logo to a directory on a disk or hard drive. When you add a logo
within MyBiz, the logo is actually saved within the database file.

General Settings Tab

The General Settings screen allows you to enter the default hours in a day that employees
will be assigned and allows use of the Forgotten Password Ultility. This screen also allows
settings for Forced Writes to Interbase and prompting to backup on exit.

Ch 3: Getting Started

31



812 Time Clock » gNeil

Global Preferences — [CIEEUEREES FEX

General Settings Tab ? 4

Edt  Help Close

Compary Info 53"5f5|53m"931 F\spurlﬂpliunsl Attendance ] Time C\uck]

Epoch Default Hours n a Day MNatinnal ID Mumber Famnat
1820 Full Tirme: — Part Time: Mask
8 4 " None

v Allow use of Forgotten Password Litiliy

Iv Forced Wiites for Interbase
v Prompt for backup an exit

¢ USA G5N format 333-93-3393
" Canadian SIN format 933-333-333
UK NI format AA3393334

Label 155N
Feature Description
Epoch Setting We strongly recommend keeping the default settings. This

setting will allow the MyBiz program to appropriately interpret

any two-digit year entered that is between 1920 and 2019. For

example, with the default Epoch setting of 1920:

1. If you enter a date (such as in the Hire Date field) of
03/05/01, the program will interpret this as 03/05/2001.

2. If you enter a date of 03/05/18, the program will interpret
this as 03/05/1918.

Note: If you need to enter a year prior to 1920 or after 2019 in

a date field within the program, you may enter the year as a

four-digit number.

Default Hours in
a Day

These are the default hours that will be assigned when creating
a new employee. The Day Hours on the Employee Detail
screen will be filled in automatically with these default hours
when a new employee is created.

National ID
Number Format
/Label

Selecting one of these options will allow you to set the mask for
the National ID Number Format. The default mask is set to the
USA SSN format. With this selected, whenever you enter a new
employee, the dashes will automatically come up in the xxx-xx-
xxxx format. The label is the title that will appear on the
Employee Detail screen.
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Feature

Description

Allow use of Forgotten
Password Utility

This option allows access to a utility that can be
used, only with assistance from G.Neil Tech
Support, to gain access into the MyBiz program. In
order to use this feature, we require that a
statement on a company letterhead and signed by a
supervisor, be sent by fax or mail stating that the
user is allowed full access into the program. We
keep statements on file. Call G.Neil Tech Support
if you have forgotten or lost your MyBiz password.

Forced Writes for Intetbase

e When running the MyBiz database on a
Standalone computer, this option will help to
keep the database more stable. If the MyBiz
database is installed on a PC and the program
is open at the time the computer locks up or
crashes, the database is prone to becoming
corrupt and possibly unrepairable. A computer
lockup or crash can be attributed to several
things, including having too many programs
open at the same time than what your
computer memory can handle.

e We recommend keeping this option checked.
The performance may lag a little, but you may
not even notice it. We also recommend
having a current backup always available.

Prompt for backup on Exit

This option allows you to turn on or off the
message prompting for backup when you close out
of the program. Backups are very important.
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Report Options Tab
The Report Options settings affect how reports will appear by default.
& Global Preferences B@@
Global Preferences — 1;% Hzp c%l
Report OPHOHS Tab Compary Infu] General Settings HB 1 AttEndancE] Time: Eluck]
[~ Print Preview
v Header Bald
Iv Header Line
[ Heades Shade
[~ Dataline
Iv Print S5N
[~ Print Picture
[~ Print Totals
Feature Description
Print Preview Toggles (turns on and off) showing preview first
before printing.
Header Bold Toggles bolding for Header Title
Header Line Toggles putting a line under the Header Title
Header Shade Toggles shading for Location or Department title
row
Data Line Toggles lines to separate data information
Print SSN Toggles ability to show Social Security Numbers
Print Picture Toggles ability to print Picture on printout
Print Totals Toggles whether or not Totals show up on reports

Editing Report Options
To Edit Report Options, follow these steps:

1. Click EDIT.
2. Choose an option by clicking in the box.
3. Click Save.

Attendance Tab

The Attendance Tab will only show if MyBiz Attendance is installed. Please see the
MyBiz Attendance manual for more details on this feature.
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Setting Up Time Clock Preferences
Global Preferences =
% Global Preferences
— Time Clock Tab 2 # EE

Edt  Help Close

Company Info | General Setiings | Report Options | Attendance |1
Time Farmat In/0ut Board Settings

& 12Houw AM/FM Stle € 24 Hour Milary Style
Time Display Riate

& Update by second € Update by minute
Sync with the server every 120 secondls)
User must loginpunch within 30 secondls)

v Enable Swipe Card Usage
™ Require Password when Swiping

[ Enabled [~ Display Time ¥ Rsdquire Login
Attendance Code Sharing

Iv Enable Code Sharing

Iw Enable Hours Worked Entries with Attendance

Payroll Desciption Colurnns for Rlsports
In reports, there are two columns available for specific Fieason Codes
(2. Holiday, Vacation, Sick, Fersonall Al Other Reason Codes wil
fallinto the "ther” colimn.

¥ Enable "Auta Clacking”
v s e o il Enp e Lo ittt Fraasen Godet poi wei i b s i
v Require Password for access to My Time Clock

¥ Request confimation if user is double clocking First Column e
[ Alow manual swipe card entry Vacation | [Personal ~|
Fist Day of Week

The Time Clock Tab allows you to set global settings for MyBiz Time Clock. This will
also allow you to enable Attendance and Time Clock code sharing. (See Chapter 4:
Setting Up Attendance Code Sharing for detailed information.)

Feature Description

Time Format This allows you to set the time to display in military

style or 12-hour style.

In/Out Board Settings a. Enabled — This allows the user to view the
In/Out Board from the main screen.

b. Display Time — This will show the clock
in/out time for the employee.

c. Require Login — This causes the In/Out
Board to require a login and password.

This causes the main clock to be viewed in seconds
or minutes.

If you have MyBiz Attendance installed, the
following options will be available:

Time Display Rate

Attendance Code Sharing
(See Chapter 4: Setting Up
Attendance Code Sharing for | a. Enable Code Sharing - This will allow hours
detailed information.) worked and paid time off codes to be shared
between MyBiz Attendance and Time Clock.
For example, if a code “V” for Paid Vacation
of 8 hours is entered on the Calendar in MyBiz
Attendance, this time will also be entered into
MyBiz Time Clock as a manual time entry of 8
hours.
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Feature

Description

Attendance Code Sharing
(Cont.)

b. Enable Hours Worked Transactions
Relation - (Enable Code Sharing must be
checked for this option to be available.) This
allows the “W” code (Hours Worked) entry in
MyBiz Attendance to be entered as a manual
time entry in MyBiz Time Clock.

c. Reported Payroll Description Columns -
Reason Code = Payroll Code Description =
Related Attendance Absence Code.

Note: Codes and Payroll Code

Descriptions must be set up before assigning the

Reported Payroll Description Columns. (See

Chapter 3 - Setting Up Reason Codes .)

Reason

Sync with the setrver every
120 second(s)

This is how often the client will synchronize the
main clock with the server.

User must login/punch
within 30 second(s)

Once a user enters the first character into the login
screen, a countdown timer starts. If a user doesn’t
finish entering his or her login and password
within the allotted time, the screen will reset the
main clock screen.

Enable Swipe Card Usage

This allows you to enable the use of swipe cards.
(Swipe cards and swipe card reader required.)

Require Password when
Swiping

Users will be required to enter a password when
swiping in.

Enable “Auto Clocking”

This enables the “smart” clocking feature. When
users clock in the first time, the program clocks
them in. The next time the user will be clocked
out and so on. If 13 or more hours pass between
punches, this feature will be reset and will take the
next punch as an In punch.

Require Password for
manual Employee Login

Users will be required to enter a password when
clocking in/out.

Require Password for
access to My Time Clock

Users will be required to enter a password when
going into the My Time Clock feature.

Request confirmation if
user is double clocking

Double clocking is defined as two In punches or
two Out punches in a row. If a user tries to clock
in/out twice in a row (within a 13-hour petiod), a
message box will pop up asking for confirmation.
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Reason Codes
Screen

You may get to Reason codes by going to Settings > Reason Codes.

Settmg UP ReEASON COAES .......uueiriruuiiiineiiiiniiiineininneinineisssseisssssesssssessssssssssssessssas

When you make a change to a punch entry, you are required to enter a reason for the
change. All changes, such as deleting or editing a punch entry, are tracked and recorded.
Reason Codes allow you to create these reasons customized for your company. There

are different types of reasons:

Feature

Description

Use for Punch Changes

Reasons you would use when making a change to
a punch. For example, you might enter a punch
time for an employee because he or she forgot to
punch in. (The reason would be Forgot to Punch.)

Use For Deleted Entries

Reasons you would use when deleting a punch or
time entry. For example, you would delete a punch
or time entry because someone punched in twice.
(The reason would be User Error.)

Use For Time Entries
(Manual Time Entries)

Reasons you would use when entering a manual
time entry. For example, you may want to enter 8
hours of Paid Vacation for an employee. (The
reason would be Paid Vacation.) This reason is also
associated to MyBiz Attendance, if code sharing is
checked.

Typical reason codes could be Forgot a Punch, User Error, or Computer Down. For
example, if the new employee, Josh, came in at 8:30 AM and forgot to clock in, Josh’s
supervisor would need to create a punch entry for 8:30 AM so that Josh gets credit for

that time.

=

% MyBiz Time Clock

- -« L4 L]
Fist  Prior  Nest Last Delste MNew

i}
Enabled|Reazon Code Punch | Time
Changes| Entries

A Holiday M Y
As Personal N e
As Sick. e e
A System nat available ¥ ¥
As Time b/orked N s
A User Didn't Know M M
A User Ermar M M
A4 Wacation N hd
< >

se For |Use For 4| Reason Code

LB
?

He‘\p Close

|Forgol aPunch v Enabled

[v Use For Punch Changes

Iv Use For Manual Time Enties
tanual Time Entry Settings
[¥ Count Towards Overtime Calculations

™ Use For Deleted Entries

Payioll Code Description

Payioll Code / Mumber

T

Related Attendance Controller Absence Code
| [=|

Comments:
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Feature

Description

Reason Code

This is the name of the reason (PTO, Sick, Personal,
User Error, etc).

Enabled

When checked, this allows the reason code to show up
when editing time on the Time Clock Entries screen.

Use for Punch Changes

These are Reason Codes that you want to see when
you're doing a manual punch (Clock In or Out)
change. A punch change changes or adds a specific
punch in/out time entry. This is different from giving
a full or partial day (see Use for Time Entries below).

Use for Deleted
Changes

Whenever you delete an entry, you'll need to enter a
reason. These are the Reason Codes that you want to
show up when DELETING an entry.

Use for Time Entries

These are reasons that you only want to see when
entering a manual time entry, such as Vacation,
Personal, Sick, etc. A manual time entry is normally
entered to give a full or partial day. For example, you
might enter 4 or 8 hours of time for an employee that
is on Vacation. This reason is different from giving a
single entry for punching in or out for a specific time
(see Use for Punch Changes above).

Count Towards
Overtime Calculations

When checked, this setting tells Time Clock to count
time under this Reason Code towards overtime.

Payroll Code (Optional) Enter a Payroll Code Description. This
Description description will show up on the Time Card Runs
report. If a Payroll Code Description is not entered,
time will be shown in the “Other” column on reports.
Payroll Code Number (Optional) Enter your company’s Payroll Code

Number. This payroll code number will show up when
exporting time card runs.

Related Attendance
Absence Code -This
option will only be
available if the Enable
Code Sharing is checked
(under Global
Preferences > Time
Clock Tab).

This allows an Absence Code from MyBiz Attendance
to be directly related to a Reason Code in MyBiz Time
Clock. When an absence or time worked code is
entered on the Attendance Calendar, this entry will be
entered in Time Clock according to the related Reason
Code. Similarly, when you create a manual entry with a
Reason Code in Time Clock, an Absence Code appears
on the Attendance calendar screen.
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Creating a New Reason Code
To create a new reason, follow these steps:

Go to Settings > Reason Codes.

Click New.

Enter a reason for the following:

Reasons you would use when making a change to a punch.

Reasons you would use when deleting a punch or time entry.

0 o ® W=

Reasons you would use when entering a manual time entry.

NOTE: You can select multiple uses for a reason code. For example, when using the
reason code “Off Site,” you may want to be able to select this when entering a punch
change or when entering a full or partial amount of time.

Work Schedules

4. Select Enabled. This will allow the reason to be selected when making changes.
5. Click Save.

You may get to Work Schedules by going to Settings > Work Schedules.

There are some things in life that nobody has control over that may make an employee
late for work. Many companies give a grace period to employees when punching in or
out to cover these occasional events. Setting up a Work Schedule allows you to give a
grace period from 2 to 60 minutes. You may run an Exceptions report to show if
employees are abusing this right.

NOTE: If a Work Schedule is not set up or assigned, employees will be clocked in/out
with no rounding or overtime rules. You will also not be able to run the Punch
Exceptions Report.

Under Work Schedules, you may also set up overtime and punch schedules and rules that
govern how to handle shifts that go over midnight into another day. You will need to set
up your rounding rule (Work Schedule) and assign that rule to each employee. The most
common rounding rules of 6, 10, and 15 minutes have already been set up for you.

To set up your rounding rules, go to the Settings menu, then Work Schedules. (See
Chapter 8 — Create and Edit Work Schedules for detailed instructions on setting up
Work Schedules.)

To assign a Work Schedule to an employee, go to the Time Clock Access Feature, then
Cutrent Work Schedule. (See Assigning Time Clock Access below.)
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Printing Work Schedules

You may print all current Work Schedules by going to Settings > Work Schedules and
clicking on the Printer icon.

Printing Employee Assigned Worked Schedules

To print the work schedules are assigned to employees, go to Reports > Work
Schedule Assignments.

Addlng EMPIOYEES ...ouveinriinriitiiitiitritrctrctrctecnr e esnecsascsaaesanee

Follow me

Employee Detail
screen

You may get to the Employee Detail Feature by selecting Employee Detail under the
Feature Column.

All employees are entered through the Employee Detail screen. From here, you can enter
their names, Social Security Numbers (optional), Hire Dates, Job Titles, and other
pertinent information. This information is shared between MyBiz Attendance, Records
and Time Clock. This means that when you enter this information in one program, you’ll
be able to see it in the other MyBiz programs.

Required Fields

The following fields are required: First Name, Last Name, Hire Date, Work Status,
Employment Status, Location, Department, and Day Hours. SSN is not required in
MyBiz, but may be required when exporting Time Card Runs for certain payroll

programs.

a Wyfliz Time Clock
Fle Vew Zettings Report Hel

Tima Clock h Emplm:(’ etnil

Sowchiylsibiaes

Sohdoton  Frst Name: M e Lat Hame:
s ] e W i T

s5H o Hie D Wk St
[fEmam [ [mAsnEn | Fulles x|
He Pches

oA e M oyl
|Fetiama |&

Nenes
£
Hashew
Debrshy =l
Tiocy =
Cinie =i
Strphen =
Wanda S
Cathy | 000 it Piches
Ficbert
L Fister T r
[Erpiee Duisd “ma:: s fon Lagle papsas w Please b e:l e o et youl S e m':le
v Cibert i 7 e omgber s e o,
,
« E)
Erigkres Kby W Clfton Hré Dats C0/15/ 1950 Active

To add a new employee, click New. (See Required Fields above.) Click Save after
entering employee information.
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NOTE: Locations and departments must be set up before entering new employees. (See
Settings > Locations/Departments to set these up.)

AsSigning Time ClOCK ACCESS .....uuirvuiriuiriuiniiiniiiniicnnecnneceseessecsseessseessseessseessne

In order to allow employees to clock in and out, Enable Employee Time Clock
Access will need to be checked under the Time Clock Access button. You may also
give employees access rights to create, edit and/or delete their own time entties.

1"’2‘ To assign access to an employee, follow these steps:

3 1. Select the employee that you want to allow to clock in/out by clicking on his ot her
name in the browse window.
How-To 2. Select the Time Clock Access button.
3. Enter a login name. The employee will use this to login to clock in/out and to gain
access to the My Time Clock feature. My Time Clock allows employees to see
their time entries.

4. Enter a password, and enter it again in the Verify Password block.

The Time Clock
Access Feature

& MyBiz Time Clock
File Wiew Settings Report Help

e Clock Access

&% Employze Detail [ Browse | TreeWiew v ; 2
&% in/0utsoad Sarch by Last Name Ry
® oo e
Q Fieports Meil Adams Denver Sunning
@ 1 ine ook A o4 e M Soedbyl
® e I ara P | Time Clock Identification |
H Time Clock Entries
Employee Login and @ Time Cord Funs 2 GNEILZ Swipe Card ID
is i fuislin 000001597
PaSSWOI'd. This is What ™ Citon Kelly — P
they will use to clock in [ Dawson  Renes . Updte/Changs | Clay/Doets |
. ™ Handy Ed Verify Password |
and out Wlth' ™ Kar Matthew =
I” Makowski  Dsborah Time Clock Access
I ticCala Tiocy 7 |Eneblo EnpleremlT e Elotk Atoes
. [ McDonald — Chris
Time Clock Access - I Ol 4 v Can Edit their own Time Clack Entries

™ Osbom
T Peck
I Richards Fiobert
™ woodward  Kristies

[ Can Cieate their ovwn Time Clock Enties

These settings allow
employees to clock

[w Can Delete their own Time Clack Entries

in/out, and to edit Current Work Schedule IEEZ0 \ ¥| Clear | History
>
their time entties. In Out Board Access | | =
%
o | ¥
Egffloves Neil R Adams Hire Qate 03/25/1936 Active

Current Work In Out Board Access Swipe Card ID

Schedule assigned for allows access to see allows use of

rounding rules. all, none, or loc/dept magnetic stripe

on board. card with
reader.
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Creatmg Time Clock MESSaBES .....cccueevueriuiiiuiinsuiiitiiineniiennteeneeceesseessseessseesane
To get to the Time Clock Messages screen, go to Settings > Messages.

This screen allows you to enter messages that employees will see when they clock in or
out. You may even set how long the message will stay on the screen.

To display a message, type your message in the message block for either Clock In or
Clock Out Message, then click Save.

Time Clock Messages T MyBiz Time Clock
Screen ? 4
Help Claze
. Clock In Meszage Clock Dut Meszage
Dnabled - This / ¥ Enabled IV Enabled
will show messag/ This message will be displaved to all employees Thiz message will be displayed ta all employees
when ClOCkIﬂg when they clock-in when they clock-out
Tn/Out. ﬁj)\is iz the IN message. Thiz iz the OUT meszage.
Message Block/
. Display 10 second(s] Digplay T
splay message for message for message for second(s
Display for 0 f ds)
Second(s) —how 10ﬂg the v Enable Totals v Enable Picture ¥ Enable Totals v Enable Picture
message will stay on the I¥ Enable Balances I¥ Enable Balances
screen. Select Absence Categories for Balances Select Absence Categories for Balances
Displays employee/ |Vacat\un j ‘PEISUI’]G‘ j |Vacaliun j |F'ersuna| ﬂ
photo and balances [sick. =1 =] | [sick = |
when clocking in/out.

NOTE: The Clock In message will display whenever an employee clocks
in, and the Clock Out message will display whenever an employee clocks
out. For example, when an employee clocks in to begin the workday, the
Clock In message will display. This same message will display when the
employee clocks in from lunch.

Setting @ REMINMEr .....c.cciiiiiiiiiiiniiteee e
“ Go to Time Clock > Reminders Feature.

The Reminders feature will show you all open (untesolved) reminders and allow you to
Follow me create, delete and resolve reminders. If you have created a reminder it will show up when
you first open the program, starting on the reminder date. Reminders will continue to
display until you click Resolve.
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Reminder Screen

=

s MyBiz Time Clock
File View Settings Report Help

Emplopee Detail Eruwse Treeliew VA & 7
g InfOut Board Searchby Last Name Nest et Save Cancel P Help
Fieminders
Reminder —yiye Fresolved| Emploves Name | User b
@ Fepois S Date
& Time Clock Access Sorted byl [07714/2004 Aniversary 01/15/2004 S0 B Kelly Cifton Supervisor
@ Time Clook Eriiss LastName / |FistName |~ 104/30/2004  Anniversap 05/01/2004 [~ Billy Austin Supervisor
s 05/14/2004 | Arniversay 05/15/2004 [ Renee Dlawson  Supervisor

@ Time Card Runs Fitian Bily

I~ Clfton Kelly

[ Dawsan  Renee

I Handy Ed

I Karl Matthew

I~ Kleiner Rlandy

[~ Mskowski  Deborsh

I~ MeCalia Tracy

I McDonald  Chiis 2

I~ Opel Stephen = 3

I~ Dsbom Wanda '_

I~ Peck Cathy F"LE'S

Hectnt I Richards  Robet i I~ Show Resolved
Femin I woodward  Kristies Supervisar - [ Shon Urnesaved
[ Use Dale Fiters
Fiom Thiough
&
< >
Employee Neil R Adams Hire Date 03/25/1996 ctive

Reminders Tool Bar and Pane Layout

Tool Bar

First-Prior-Next-Last arrows — navigates through selected reminders
New — Creates a new reminder

Edit — Allows you to make changes to a reminder

Save — Saves reminder

Cancel — Cancels current changes

Delete — Deletes selected reminder

Print — Lets you print the Reminders report for selected employees
Help — Brings up help for this screen

Pane Layout

Reminder Date — Date reminder should first display

Title — Heading of reminder

Resolved — Checkbox displays checked for resolved or unchecked for
open (unresolved)

Employee Name — Displays name of employee that reminder is
associated with

User — Displays name of user that reminder will display for
Description — The purpose of the reminder shows here

Filters

User — Allows you to view reminders associated with specific users (must
have access to Reminders, Assign Users under User Security)

Show Resolved — Displays Resolved reminders only

Show Unresolved — Displays Unresolved (open) reminders only
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Creating a New Reminder

There are two types of reminders in MyBiz:

One Time Reminders — These are reminders that are only meant to temind you of a
one-time event, such as filing an Absence Report at the end of the year.

Recurring Reminders — These remind you of the following recurring events:
Anniversaries (MyBiz Attendance and Time Clock)

Birthdays, Performance Reviews, and 1-9 Renewals (MyBiz Records)

Setting a Reminder
One Time Reminder

1.

oA L

Click on Reminders from the Features Column.

Click New.

Select (check) One Time Reminder.

Enter a Title and Reminder Date

If you want the reminder to be associated with specific employees, select the
checkbox “Assign to all selected (checked) employees.” This is optional and will
create a separate reminder that is associated with each employee.

If you selected the checkbox in Step 5, you will need to select (check) any employees
that this reminder is about in the Employee Select Column. Otherwise, skip to the
next step.

By default, the User’s name will default to the login that was used to enter the
program. Change this if you want the reminder to come up for another user, or you
may select Global which allows the reminder to come up for all users logging in.
Note: You must have access to Reminders, Assign Users and Reminders, Assign
Global under User Security to be able to change this option.

Enter a description of the reminder, if needed.

Click Save.

Recurring Reminder

1.

oA L

>

To create a recurring reminder, follow these steps:
Select Reminders from the feature list.

Click New.

Select (check) Recurring Reminder.

Select the type of reminder: Anniversary, Birthday, Performance Review, or 1-9
Renewal.

Select a Through Date (when do you want to stop the reminder from occurring).
Select how many days you want to be reminded before the event.

By default, the User’s name will default to the login that was used to enter the
program. Change this if you want the reminder to come up for another user, or you
may select Global, which allows the reminder to come up for all users logging in.
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Note: You must have access to Reminders, Assign Users and Reminders, Assign
Global under User Security to be able to change this option.

9. Enter a description of the reminder, if needed.
10. Click Save.

Deleting Reminders

Reminders are deleted from the Main Reminders screen by clicking on the Delete icon.

Editing Reminders

There are two ways to edit reminders:

Main Reminders screen

From the main Reminders screen you can edit the following columns just by clicking in
the field: Reminder Date, Title, Resolved and Description.

Edit Reminders screen

Clicking on Edit from the main Reminders screen will bring up the Edit Reminder
screen. You may also double-click on the title of a reminder. The Edit Reminders screen
allows you to change the Title, Reminder Date, User and Description.

Note: If you need to change the Employee Name that this reminder is about, you’ll need
to delete the reminder and then re-add it.

Open Reminders

Open reminders will appear for the user they are assigned unless the Global option is
checked. If a reminder is marked with Global, then it will show for all users. You may
view open reminders by opening the program or selecting Reminders from the feature
list.

Note: If you have security access to “Reminders, Assign Users” (See Setting Security
Rights, Chapter 5), you may view reminders set up by other users. You may also resolve
reminders from the Open Reminders screen.

Features Description
Topic Brief Description of Reminder.
User The reminder is assigned to the listed person. All users who have

access to the program will appear on the list. Unless Global is
checked, the reminder will only appear for the User the reminder is
assigned to.

Reminder Date This is the date the message will appear on the Open Reminders
pop-up window upon entering the Manager’s Login.
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Features Description

Employee This allows you to select the employee that the reminder is in

drop-down box | reference to.

Status This will automatically show the Status of the selected employee.

Global This allows the reminder to be seen by anyone logging in.

checkbox

Resolved This option should be selected when the reminder does not

Checkbox need to appear any longer on the Open Reminders window.

Sort Options This allows you to sort the reminders by Date, Name, Topic, or
User.

Filters a.  User — This allows you to view reminders of selected uset.

b. Display All Users — This allows you to view all reminders

c.  Show Resolved — This allows you to view only resolved
reminders.

d. Show Unresolved — This allows you to view only open
reminders.

e.  Show Global Only — This allows you to view only
reminders marked Global.

Comments This allows you to view any comments relating to this reminder.

Printing Reminders

You may print reminders by going to Reports > Reminders.

Dealing with Time Zone Differences .........c.ccevvueivineeivineirinnneininecinnnnecnnnecsssneenns
If you have departments in different time zones that are connected to the same MyBiz
database, you can set up MyBiz to account for the time differences. Without this feature,
all punch times, whether in different time zones or not, will have the time of the Server
where the database resides.

An example of using Time Difference: If the main server is in Florida, and someone
clocks in from Utah (2 hours behind), the punch time would be recorded at Utah’s time,
like it should.

To get to Time Difference, go to Settings > Time Difference.

To set up computer time differences, follow these steps:

1. Have each computer open MyBiz Time Clock (and then exit) at least once before
continuing. Each computer should be connected to the same database. They do not
have to sign into the Manager’s Section; just open MyBiz Time Clock to the first
screen with the clock.

2. Setting the time difference should be done from the main server where the database
resides. From Settings > Time Difference, you should see the name of each
computet.
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3. Enter a Difference Reason for each computer. The reason could be the department
name, state or anything else to remind you where that computer is located.
Computer names will not always be descriptive.

4. Enter the time difference. Enter time zones behind you with a number to include
the minus sign.

5. Click Save.

&, MyBiz Time Clock

? 4
Help Cloze
Sort Optionz
f* Computer Mame (" Difference Reazan " Time Difference
Computer Mame Difference Reazon Tl_me -
Difference
3 Ft. Laucerdale
Server 2 | Denver -3
v

Any punches from the different time zones will be clocked in at their respective times.

Ch 3: Getting Started 47






MyBi? Time Clock™ » Neil

Chapter 4:

Time Clock &
Attendance Code
Sharing

This chapter explains code sharing between MyBiz Attendance and Time Clock. This will
also walk you through setting up code sharing between the two programs.

Chapter Contents:
Overview 50

Setting Up Attendance Code Sharing
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Overview ........

MyBiz Time Clock and Attendance can be fully integrated. This means that absence
codes (paid time off) entered in Attendance are also automatically entered into Time
Clock, such as Vacation.

Example: Linda takes a vacation day; her supervisor enters this time as a Vacation
(Reason Code) in MyBiz Time Clock so that she is paid for that day. With MyBiz
integration set up, this time will also show on the calendar in Attendance as a V — Paid
Vacation day.

Setting Up Attendance Code Sharing .........cc.ccoveevnueinnuirinuirnncnnncnnnennncnnneesnnncssnnes

In order to set up MyBiz Time Clock and MyBiz Attendance Code Sharing the following
steps will need to be completed in the order listed:

1. Enable Attendance Code Sharing

2. Set up Reason Codes

3. Set up Payroll Code Descriptions

4. Set up Related Attendance Absence Codes

Enable Attendance Code Sharing

The first step is to enable (turn on) the Attendance integration. You would do this from
Settings > Global Preferences > Time Clock Tab.

1. Under Attendance Code Sharing on the Time Clock Tab, click Enable Code
Sharing.

2. You may also select Enable Hours Worked Transactions Relation if you are
going to enter Hours Worked (W Code) on the calendar in Attendance. With this
option selected, when a W Code is entered on the calendar screen the time will also
be automatically entered in Time Clock.
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& Global Preferences @@
?

Edt  Help Close

Company Info | General Setiings | Report Options | Atiendance [T

Time Farmat In/0ut Board § ettings
& 12How AM/FM Sple € 24 Hour Miltar Stle [V Ensbled [~ Display Time [ Fequie Login
Time Display Riate Attendance Code Shating Attendance Code
& Update by second € Update by minute [¥ Enable Code Sharing Sharing
Iv Enable Hours Waorked Entries with sttendance
Sync with the server every 120 secondls)
User must loginpunch within 30 secondls) Payrall Description Calumns for Feports
In reparts, there are two columns available for specific Fieason Codes
A e e Holiclay, Vacation, Sick, Personall Al Other Reason Cades vil
[~ Fiequice Password when Swiping fallinto the "Other'’ colurn.

¥ Enable "Auta Clacking”

v s e o il Enp e Lo ittt Fraasen Godet poi wei i b s i

v Require Password for access to My Time Clock

¥ Request confimation if user is double clocking First Column e
[ Alow manual swipe card entry Vacation | [Personal ~|
Fist Day of Week

Set Up Reason Codes (See Setting Up Reasons Codes in
Chapter 3 for detailed information)

After turning on the Attendance Code Sharing, the next step is to set up Reason Codes.
You may already have Reason Codes set up; if so, go to the next step of setting up
payroll code descriptions. Reason Codes allow you to select specific reasons when
entering a manual time entry. Some examples of Reason Codes are: Vacation, Sick,
Personal, Computer Down, Corrected Time Entry, etc.

Example: Using the example above where Linda takes a vacation day, when the
supervisor enters a manual entry in Time Clock to record the time off, the time is
entered as 8 hours and the reason code is Vacation.

Feature Description

Reason Codes Reason Codes are required reasons when
changing a punch entry or entering a manual entry.

Payroll Codes Payroll Codes are descriptions that will show on
reports and are related to Reason Codes and
Absence Codes.

Related Attendance Related Absence Codes will allow absences that

Absence Codes are entered on the Calendar screen to also be
reported in Time Clock.
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Reason Codes
Screen

To set up Reason Codes, go to Settings > Reason Codes.

When entering a manual time entry, whether correcting an entry, or entering time for
someone out on vacation, requites a reason. The three types of reasons are: Punch
Changes (making a change to a punch time entry), Manual time entries (entering a time
entry for 8 hours Vacation, etc.), and Deleted time entries.

The Reason Code window can be broken down into 3 parts: Reason Code, Payroll
Code Description, and Related Attendance Absence Code.

o

% MyBiz Time Clock

I “ > > ? €
First  Prior  Mewt Last Delete Mew Help  Cloze
Use For |Use For & Jeason cooe
Enabled|Reazon Code Forgot a Punch ¥ Enabled Reason Codes
I N Forgot a Punch Jv Use For Punch Changes [ Use For Deleted Entries
s Holiday N i Jv Use For Manual Time Entries
ks Pfarsonal N ¥ tanual Time Entry Settings
i Siek i v Iv Court Towards Overtime Calculations
A Spztem not available As \s o Payroﬂ Code
v Time Worked N " Payrall Cade Description - Descrintion
| User Didn't Know N N [ p
A Uszer Emar N M
v \acalion N v Payroll Code 4 Mumber )
T Related MyBiz
Related Attendance Absence Code Attendance
| =l Controller
Comrments:
b
< ¥

Set Up Payroll Code Descriptions and Numbers
(See Chapter 4 — Set Up Payroll Code Descriptions for detailed information.)

A Payroll Code Description is related to a Reason Code and Absence Code. The Payroll
Code is the description that will show up on reports (such as the Time Card Runs
report).

Example: A Reason Code of Vacation is set up. When someone takes a vacation day, a
manual entry (from the Time Clock Entries screen) is created and given the Reason of
Vacation. A Payroll Code Description of Paid Vacation is set up relating it to the
Reason Code (Vacation). When a time card tepott is run it will show the Payroll Code
Description of Paid Vacation (the Payroll Code is what will appear on reports). When
that manual entry with the Vacation Reason Code is created, it will also create an entry
on the Calendar in MyBiz Attendance under the V- Paid Vacation absence code.
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Set Up Payroll Description Columns for Reports

When running a report, such as the Time Card Runs report, only two payroll
descriptions will show, along with Regular Hours and Overtime hours, due to space
constraints. If there are any other payroll code descriptions, they will show up in the
Other Column. The Time Card Runs (Extended) report will show all payroll descriptions
in a column format.

After setting up the Payroll Code Descriptions, you’ll be able to set up which two payroll
codes you’ll want to see, in addition to Regular Hours and Overtime Hours; time for all
other payroll codes will be combined into the Other Column.

To set up the two Payroll Description Columns, follow these steps:

1. Go to Settings > Global Preferences > Time Clock Tab. Payroll Description
Columns for Reports, locate First Column and Second Column.

2. Click on the drop-down arrow for First Column and select which payroll code
you’ll like to show up on the Time Card Runs report.

3. Then click on the drop-down arrow for Second Column and select another payroll
code.

Click Save.
5. Close all the way out of the program and open it back up to refresh the data.

Set Up Attendance Absence Codes

Once the Attendance Integration is enabled, you’ll be able to relate Reason Codes in
Time Clock to Absence Codes in Attendance. When you enter an Absence Code onto
the Calendar that is related to a Reason Code, this will create an entry in Time Clock.

Example: We have a Reason Code of Vacation = Payroll Code Description of Paid
Vacation = Related Attendance Absence Code of V — Paid Vacation; when entering a
V Code on the Calendar of 8 hours, this time will automatically be entered in Time Clock
as 8 hours of Vacation (Reason Code). And this time will be shown on the Time Card
Run report as 8 hours of Paid Vacation (Payroll Code Description).
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With code sharing set up, this is how it will work:

From the Calendar screen, we enter a V — Paid Vacation day (Related Absence Code)

on September 11, 2002.

:3: MyBiz Attendance
File Wiew Settings Report Help

Employee Select = j§ Calendar

Calendar || Browse TreeMiew | (T) 14 Day (T)34 Day \-7 0 W Show Houws Waorked
Category ssionments | Gaarch by Last Name (Ty120ay (TyFulDay  f select ¢ W Show Absences
Emplayee Detail | r
Pl
R . Kelly W Clifion
Reminders | Alsa o 7 Tricti
ast Name irst Name | &
Fleport | ofJLsst Heme 7 [FistNams | & ied
o T~ Adams Neil
Scheduler ™ Austin Billy 1 2 3 4 5 6
Transactions
‘Year In Review I Dawson Renee T 8 a 10 11 1 13 TR
I~ Handy Ed ;
I Thei Matthew 14 17 1% 19 20 | |A Accident On Duty
™ Klein Randy = B Accidert On Duty
I~ Makowski  Deborsh 2 73 |24 15 |38 jar [||CLomeTine
I McCalla e D Desth in Family
I~ McDonald  Chris % 228 W | [EExcused L
I~ Opel Stephen F Farily Leave
™ Osbom Wanda | | Sick
™ Peck Cathy | |1 iness
Recent I~ Richards Rabert | |4 dury Doty
| Woodwad  Kristies  Total This¥ear | Notes | Year Setiings | Totaks Since Hired | |
e Totals in Days | Cany DvellEamed Used [Lost [Balance] | |L Late s out Early
[npicyes B Vacaton | 900 o 1 M Mitary
Sick. 00 00 1200 || |n Mesical Appointme
Personal 00 00] 6000 | |oTrensportation iy
v
| @ E] & |=yml @
[Employes Kelly W Clifton  |Hire Date 01/15/1990 |active

Related
Absence Codes

| set up under

Settings >
Reason
Codes.

From the Time Clock Entries screen, we can see it reports the 8 hours as Paid Vacation

(Payroll Code Description).

& MyBiz Time Clock
Filz wiew Settings Repart  Help

Employee Select & [ Time Clock Entries

[ romse | Treebien | D& W B, 2

Search by Last Name New Edt  Delete Print Help

Time Clock
Employes Detail
In/Out Board

Reminders Wo,

|
Reports |
|
|

l I3 - =
B R G Thdoi = Thneak i Bergor
Tinne Clock Acsess Lottt [Fue
~
e o e Mﬂl U AR PR v ERh
B Tite Card Puns | = Austin Bily
I~ Cifton Kelly
I Dawson Renee
I~ Handy Ed = V-ar.almn 8.00
T Karl Matthew
I~ Makowski Deborah
I McCalls Tracy
I~ McDonald Chis
I Opel Stephen
I Osbom ‘Wanda
™ Pack Cathy
I~ Richards Robert
Recent I Woodward  Kristies
| Total: | 16.00 v
[Changed By |Modified Date New Date [New Time [Original Date [Originc[ia]
Supervisor 07/16/2003 0455 pm 09/17/2003
v
& | & il
B " [Employes Meil R Adams  |Hire Date 03j25/1998 [active
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If we double-click on the Changed By Date at the bottom of the Time Clock Entries
screen, we can see Vacation as the Reason for Change (Reason Code).

& MyBiz Time Clock
)siglose | ?ﬂelp |

0971252003

l]liginal Punch Time Y

12:00 am

Supervizor 091152003 10:05 am

Reason for Change: [EELEI]

Gave comp day for working extra hours,

And we can see that it shows our columns of Paid Vacation (First Column) and Paid
Personal (Second Column) with 16 hours Paid Vacation showing for Neil Adams.

& Time Clock - New Time Card Run

JSave | w Canesl | m Grab HunI ? Help Iﬂ[ﬁluse |
060103 to 061203

Lock Mode |l [l Batch State |[[@uf== -

Date Range

Fromi fog/m/2003 ~| Teofoer4/z002 | Taday | Last Week
Iﬂ- Locations and Departments + ﬁ:and \window \
N ame Reg 1 acation |Per onal |Othe 0
v | 8 Adams Neil 111110111 42.00 00 16.00 00,00 00,00
v
v | 11 Clifton Kelly 176-28-893 24.00 16.00 16.00 00,00 08,00
v
I~ 0 Kad Matthew 422-86-8517 00,00 00,00 00.00 00,00 00,00
I~ 0/McDonald Chris 00,00 00,00 00.00 00,00 00,00
[ | 0/Osbom Wanda 418-21-9383 00,00 00,00 00.00 00,00 00,00

00.00 00.00 0. 00.00

154.00 4000 32.00 (00,00 (08.00 234.00

+ Display Tataks for 1 Employess ¢ Display Tataks for Selected Employess

244-36-9126 00.00

0 Richards Robert

Employess: 12 |Se\ected: 5 /‘l

And it will work the opposite way if we enter a manual entry in MyBiz Time Clock, it will
display in Attendance.
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Chapter 5:
Setting Security Rights

Due to the confidential nature of information stored in MyBiz Time Clock, security is
always turned on. This will help prevent unauthorized persons from accessing critical
employee data. The use of security is required, and setting up access to Time Clock and
any other G.Neil programs you have should be the second thing you do. The first thing
you should do is set up Locations and Departments.

You may set up access for managers to view only their departments and/or view specific
employees from other departments. You may also set up employees to have read-only
access to their records.

Managers Access (User) Vs. Employee Access

There are two main levels of security to MyBiz Time Clock: Employee Level and
Manager (or Administrator Level). An employee can be given access to clock in/out and
even to create, edit, or delete his or her own time entries. Access for employees are given
from Time Clock Access. Managers, Supervisors or Administrative Assistants are given
user access through User Security. This allows managers to be given access to select
features within the Time Clock management screens.

Chapter Contents:

Program ACCESS ...ttt 58
USEr SECUTILY .oviiiiiiiiiiiiiiiiicte s 58
Setting Up a User for Security ACCESS ......covuvururuiuiuircrcccccnnnes 60
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PrOSEAN ACCESS .uueurenrenreienreereeeeereeeesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses
Go to Settings > User Security.

The program is set up with a default Login of: Admin and Password of: Admin. We
Follow me strongly recommend changing the password for the Admin Login and set up other logins
as necessaty.

Setting up security access is necessary to allow other managers or supervisors access to
the program. It is recommended that you do not give out the Login and Password to the
Admin login but instead set up other user logins to access only those features that they
will need. The Detail screen is the first screen that comes up when going into User
Security. You’ll need to set up access to the common MyBiz features (Detail Tab), the
specific program features and locations and departments.

USEE SECUKILY ..uuveeiiiiiiueiiiiiiietiiiiieetieinneetesssaaee s ssaase e sssssneessssssnseesssssssesssssssseees
User Security for the Detail Tab

The Detail Tab has features that are common to the MyBiz programs. Common
Features refer to features that are shared among MyBiz Attendance, Records and Time
Clock. For example, the Detail Tab and Locations/Departments are common to all three
programs. Even if you only have one of the listed programs you will need to follow
these instructions to set up user access rights.

Search For This allows searches by User Name.
Save As This allows you to create new user log ins based on
access rights of another user.
X Security Maintenance E‘@@
User Security Ml e[ | m ‘ ‘ 7| 4
First. Previous Hext Last Help. Close
Screen [Detsl_Atindance | Recards | Time Clock | Locaion/Depariment |
LogIn Ful Name:
User Mame User Login Cieated LA J
Password \Veify Passward
Display Remindsrs Alams Show Hirts
(o g5 «
Is User Activer Creation date 412/2001
o 2
Feature Access Rights | A
¥ |Employee Record Access Read Wite Delete
| Detail Flead Wite
| view 55N Yes
| |RunReports Yes
|_|Reminders Read 'write Delete
|_|Reminders, Assign Global Yes
| Rreminders, Assign Users Yes
|_|User Security Fead write Delete
|_|Location/Dspartment Maint Fiead 'write Delets
|_|Global Preferences Read Wiite Delete
¥ [[IDatabase Backup Yes 2
L 2
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The User Security window has the following features:

Feature*

Description

Employee Record
Access

This allows access to view, add or delete employee
records.

Detail This allows access to the Detail Tab on the main
screen.

View SSN This allows access to view Social Security Numbers.

Run Reports This allows access to run reports.

Reminders This allows access to add and delete reminders.

Reminders, Assign
Global

This allows access to assign reminders as Global.

Reminders, Assign
Users

This allows access to assign reminders to other users.

User Security

This allows access to add, edit, and delete users and
user access.

Location/Department
Maint

This allows access to assign location/department
access for users.

Global Preferences

This allows access to edit global preferences.

Database Backup This allows access to Backup from File >
Maintenance.

Database Restore This allows access to Restore from File >
Maintenance.

Alter Product License

This allows access to change the Product License.

Import This allows access to import data.
Export This allows access to export data.
Photo This allows access to photos.

*The above features ate shared between MyBiz Attendance, Records and Time Clock

which means that the Detail screen under User Security is the same screen in all three.

Time Clock Tab
Feature Description
Show Time Clock Tab | This allows you to set specific users access to the Time

Clock program.

Time Clock Entries

This allows access to the Time Clock Entries screen.

Time Clock Access

This allows access to the Time Clock Access screen.

Work Schedules

This allows access to the Work Schedules screen. (See
Settings > Work Schedules.)

Time Card Runs

This allows access to the Time Card Runs screen.

Time Clock Settings

This allows access to the Time Clock Settings screen.

Messages

This allows access to the Time Clock Messages screen.
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Feature Description

Time Codes This allows access to the Time Codes screen.

In/Out Board This allows access to the In/Out Board.

Export Data This allows access to Export Data from the reports.

Time Difference This allows you to set the time difference for a
computer in a different time zone.

Remote Terminals This allows access to set up a Remote Terminal.

User Security — &% Security Maintenance EI[E'E'
TimeClockScreen | = | <« | » | » | & | D ¢ ? | H
First | Frevious | Mext last | Delste | Hew Save Az Help | Close
Detail | Aftendance | Fecords | Time Clock  Location/Department
Feature |Access Rights | ~
L Show Time Clock Tab es
| Time Clock Ertries Fiead wWrite Delete
| Time Clock Access Read Write
_|'work Schedules Read Write Delete
| Time Card Runs Read Write Delete
_| Time Clock Settings ‘es
| Messages Read Write
_|Reason Codes Read Write Delete
_{In/Out Board es
_[Export Time Clock Data Yes
_|Time Difference Fead Wite
| _|Remate Terminals es
A v
£ >

Setting Up a User for Security ACCESS ........cooueeveenveensrensrinseinsnnensnninsneessneessnecsnnes
When setting up a new user, you’ll need to make sure you set access rights under the
User Security Detail Tab, Location/Department Tab and the approptiate program tab.

1.

2.
3.
4

Setting up access to common features (Detail Tab).

Click New from User Security > Detail screen.
Enter Log In and Password (letters and numbers only) and uset’s Full Name.
Select options for Displaying Reminder Alarms and Hints for this login.

Select Yes to allow the user to begin logging in after giving access. Setting this
option to NO is a good security measure when users are out of the office for a
number of days.

Select what type of Feature Access users will have by clicking in the Feature Access
Rights block.
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6. Clicking on the arrow will allow you to select from the following:
NO ACCESS — No access to selected feature
READ ONLY - This allows user to view only, he or she cannot make any changes
READ WRITE — This allows user to view, add, and edit; no deleting allowed
READ WRITE DELETE - This allows user full editing rights
YES — This allows access
NO — No access to feature

7. Click Save.

User Security Access for Locations/Departments
To set up access tights to Locations/Departments, follow these steps:
1. Select or create a Login following the steps under Setting Up Access Rights.

2. Click on Locations/Departments (Your Locations and Departments should already
be set up at this point. If not, then please see Locations & Departments on setting
them up before going any further).

3. If you want to give this Login full access to all locations, click in the box next to
Locations/Departments so that the box is checked. This will allow a user with this
Login to see all employees in all Locations and Departments.

4. If you want to give this Login access to only specific Locations, Departments or
even down to employee level access, click on the + sign next to
Locations/Departments to expand the view.

5. Click on the + sign next to the location and then on the + sign next to the
department name. From here you may select specific employee’s or click on the
department name to choose all of the employees under that department.

6. Click Save.

You may click on a + sign at any time to collapse the view.

User Security for the Attendance Tab

The Attendance Tab will only be shown if MyBiz Attendance is installed. Please see the
MyBiz Attendance manual’s User Security section for more information.

User Security for the Records tab

The Records Tab will only be shown if MyBiz Records is installed. Please see the MyBiz
Records manual’s User Security section for more information.

User Security for the Locations/Departments Tab

You should have already created your Location and Department names (see Locations
and Departments). Now you will want to set up users’ access to the Locations and
Departments by following these steps:
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1. Click on Location/Depattment Tab from Settings, User Secutity, Detail.

2. Click on the “+” (plus sign) next to Locations/Departments and next to the
location and department name to expand the list.

3. Click in the box next to the location and department name to select access to these
areas. This will put a checkmark in the box. Click in the box again to unselect an
area.

4. If you have already entered your employees in the program and assigned location
and departments to them, when you expand a department, you will see all the
employees assigned to that location/department combination. You may then select
access to individual employees at this point by clicking in the box next to the
employee.

NOTE: If you haven’t entered your employees (see Employee Detail) into the program,
you will still be able to assign access to a location/department combination, but not
down to the employee level. You may later assign access down to the employee level
after you enter your employees and assign a location/depattment to them.

5. Click Save.

Once you have followed the above steps, the user can log in with their login and
password with their assigned access rights.

with access rights you want to copy and give to another user. The selected user must be

@T Tip: You may click Save As from the User Secutity screen if you already have a user
&
Tip highlighted first.
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Chapter 6:
Clocking In/Out

There are two ways to clock in and out of MyBiz Time Clock, and both are described
below. You can use a keyboard or a magnetic swipe card using a card reader. MyBiz
Time Clock may be installed on one or two central computers or on all of your

employees’ computers so they may clock in/out from their desk.

Note: Employees use the MyBiz Time Station progtam to clock in/out while managers

and supervisors use the MyBiz Time Clock Admin program to manage employee time.

Chapter Contents:

OVEIVIEW ..ttt 64
Clocking In Using the Keyboard .........ccccoovinnnininnnncnnne. 64
Clocking In Using a Swipe Card and Reader ................c.c........ 64
My Time Clock ... 65
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OVEIVIEW ..cuuriinriiniiinieinieinieinieesteessesssessssessssessssessssessssessssessssessssessssessasessssessans
We have made clocking in/out as easy as possible. Employees clock in and out from the
MyBiz Time Station application. Employees may clock in using the keyboard or using a
magnetic stripe card (swipe card) and card reader.
&% MyBiz Time Station
Time Station My Time Clock. Help
Clock In/Out Screen by Time Clock ‘ @I In Dut Board ‘ EI Help
-~ Monday 7/5/2004
o
=)
—
oy :42:2
P
" 8:42:27 AM
=E
=
Employee Login Password
F5| Clock In ‘ [F8|Clock Out ‘
&Neil
Card Swipe Enabled Auto Clocking Enabled

Clocking In Using the Keyboard ...........ccoocivineiiiiniininniinineinnnnncinnnecninnnecsnnneessnnne
Before being able to clock in and out, an employee must have Time Clock access. (See
Assigning Time Clock Access in Chapter 3.) To clock in using the keyboard, employees
would enter their logins and passwords and click on Clock In (F5) or Clock Out (FS8).

Employees that are given time clock access also have access to the My Time Clock
feature. My Time Clock allows employees to see their own time cards. If given the
proper rights, employees may also create, edit and delete their own time entries within
My Time Clock.

Clocking In Using Swipe Card and Card Reader ............ccouevvueivvuvennuvensuecnsnecnsnncnne
If you have a magnetic stripe card reader and cards, purchased separately, it will log
employees in/out and allow them to get into My Time Clock without having to enter a
login and password. (See page 10 for specifications on card and card reader.) As an
added security feature, you may require that an employee enter a password, even while
using a swipe catd. This may cut down on an employee clocking in/out for another
employee.
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MY Time ClOCK .....ueevueivniiiiiiiiiiiitiniticieirece e seae s s saessaes

1 My Time Clock allows employees to view their time card history, and, if given rights, can

Mp Time Clack || create, edit and delete their time card entries. An employee can log into My Time Clock

~ by clicking on the My Time Clock button, or pressing the F9 key). The password for

My Time Clock is the same one used when clocking in/out. (See Time Clock Access
for setting up employee’s login and password.)

Tip: Employees may log into My Time Clock using their swipe card at the My Time
Clock login screen.

My Time Clock -
Edit Screen

&%, MyBiz Time Clock

E
Toolbar/ ﬁ I§ DEte H‘e?lp Fas%gnd g%e
Date Range
Work Date Range
(" Today © This'week @+ HRange - From |09£D1J2003j To |09J231‘2003j Time Entries
Show Changes ¥ + Ascendng " Descendng ™ Sort Order
rerrllii‘lleesto tme rWolk ET] Date ?:‘:::h '?dl'e In/Out [ Hours E:tls Asterisk (*)
+\We 0 11:18am I shows double
Wednesday 09/03/03 02:08 prm  02:06 pm 1M entries of IN
Wednesday 09/03/03 0355 pm  03:54 pm ouT 1.80 1{ or OUT
Thursday 08/04/03 05:45 am  05:45 am 1M N Punches
Thursday 05/04/03 08:48 am 08:48 am  OUT 0.00
Thursday 090403 09:49 arm  09:48 am 1§ L
Thursday 020403 10:35am 10:36 am  OUT 0.80 Punch Entries —
Thursday 09/04/03 10:41 am  10:42 am It Must have an IN
Th.ursday 020403 11:09am 11:06 am  OUT 0.40 1.20 and OUT Punch
Plus (+) sign + \riday 0212103 8.00 §.00 for total hours
+ hnday 08/15/03 “acation  5.00 5.00
denotes chang/
has been made \ Taotal: 19.00 v
Supervizar 093042003 11:18 am 09/03/2003 11:18 am &
=
2 Bl
Emploves: Meil Adams

Employee Review/Edit toolbar

If given the proper rights, an employee may have access to New, Edit, and Delete. This
will allow them to manage their own time cards. All changes and deletions are tracked
and managers may run reports against these changes.

Creates anew  Deletes currently Sh_OWS Help File for Exits My Time
time entry. selected entry. this screen. Clock.

| | |
D & & & 2 & 9

Mew Edit Delete Pririt He.Ip Paz=ward Claoze
| | |

Edits existing Prints Time Card for Changes Employee

time entry. selected Date Range.  Password.
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il

Mew

Clack In / Clock Out

Creating a New Time Entry

You must be given rights to this feature. Clicking New, from the Time Clock Entries
screen, will give you the New Entry window with the following options:

Time Clock - New Entry Type Selection |z|

Pleasze select the type of entiy you want to create.

After clicking on New, you’ll be given the choice of Clock In / Clock Out or Enter
Hours.

Selecting Clock In/Clock Out will allow you to enter a manual punch entry just as if an

employee had clocked in or out. For example, you may enter a manual punch entry of
05:15 PM for a specific date.

& Time Clock - Change Time ... |: C

Wf Save |‘X§ancel | “? Help |

Kelly Ciftan
Current Time Clock Yalues

Diate: 07/07/2004 Punched: OUT
Time 05:15 P

Reason for Change

New Time Clock Yalues
Date: Funched:

|o7/07/2004 +| oot ]

Time: ‘wiork Date:

0515 |PM vl ID?!DT.-"ZDM -
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Feature

Description

Reason for Change

A Reason is required for Creating a Manual Time Clock
Entry or Entering Hours for a Date. (See Settings >
Reason Codes in Administration screen.)

Date This is the date of the punch entry.

Punched This designates In or Out of the punch.

Time This is the time of the punch entry.

Work Date This is the Work Date that the punch refers to. (See Date
Vs Work Date below for more info.)

Comments Comments are not required but may be helpful when

reading a reason at a later date.

Enter Hours

Selecting Enter Hours will allow you to give a set amount of hours for a given date. For
example, you may enter a manual time entry of 8 hours Vacation.

& Time Clock - Create Time R... EHEWX‘
o Save | ¥ Cancel | “? Help |

Neil Adarms

Reason for Change

Date:

09/30/2002 -

™ Count towards overtime calculations

New Time Clock Yalues

Hours: ‘whork Date:
08.00 09/30/2003 -

Comments

e —

-

Feature

Description

Reason for Change

A Reason is required for Creating a Manual Time Clock Entry
or Entering Hours for a Date. (See Settings > Reason
Codes in Administration screen.)

Date This is the date the employee will get credit for.

Work Date This is the Work Date that the punch refers to. (See Date Vs
Work Date below for more info.)

Hours This allows you to enter specific hours for a date, such as 8

hours for a Vacation day. The Date, Hours and Reason for
New Entry fields are required.

Count towards
overtime calculations

Designates entry to count towards overtime.
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Delete

Prirt

Help

Feature Description

Comments Comments are not required but may be helpful when reading
a reason at a later date.

Date Versus Work Date

When creating a new time entry, there are two date fields: Date and Work Date. The
Work Date represents the date the entry is counted towards. Normally, you won’t need
to change the Work Date unless you have work shifts that cross over midnight. For
example, Josh starts work and clocks in at 8 PM on Monday night. He gets off work at 4
AM on Tuesday morning, but forgets to clock out. A manual time entry is created for
him punching him out at 4 AM; the Work Date is of the previous date (the actual date
Josh started work). The program knew that Josh had clocked in at 8 PM the previous day
and since he had not gone over 13 hours between punches it counted the OUT punch to
the previous date.

Editing a Time Entry

Edit allows you to change an existing entry. You must be given rights to have this
feature. Remember that the Reason for Change block is required and tracked. Editing
a time entry is similar to creating a new entry except you only have the choice to change
a punch time entry.

Deleting a Time Entry

Delete will erase the selected time entry and record the deletion. All changes and
deletions are recorded and tracked. To view deleted time entries, go to Reports >
Deleted Time Clock Entries.

Printing an Employee Time Card

Print allows you to print an employee time card for the selected date range.

Getting Help

Help allows you to bring up the help file for this screen.

Time Card Entries

The time card entries have the following coding:

Feature Description

Blue band A blue band designates the selected entry.
White band A white band designates an IN punch.
Teal band (bluish green) A teal band designates an OUT punch.
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Feature Description

Gray band A gray band designates a manual entry was given for
a set amount of hours (see Enter Hours for a Date
under New above). For example, Josh took 8 hours
of Vacation on 3/15/2002 and a manual entry was
entered for his time.

Plus (+) Sign A plus (+) sign designates a punch was changed or
manual entry was entered.
Asterisk (*) An asterisk (*) designates that there is a double-

punch; either two IN punches or two OUT punches
together. Action should be taken on this type of
entry of either adding a new entry or correcting an
existing entry. Hours cannot be calculated for a

double-punch entry.

CAUTION: If you see an astetisk (*) next to a time entty this means that some type of

04 ) action should be taken, such as correcting a punch.
Caution!
Time Card Entries Work Day L — AL InfOut Hours Day Hours
hlonday 034172002 09:10 arn I
Monday 03A11/2002 0422 prn 04:30pm OUT 0733
Monday 0341/2002  10:32 pm 10:30 pm I
Monday 03112002 1134 prm 1140pm OUT D117 Asterisks (%)
Monday 03122002 01:35am  01:30 am IM B.50 " —Jcnote double
Plus sion (4 Tuesday 03132002  01:37 am  01:40 am I * entries
o sign (+) Tuesday 03132002 0951 am  1000am OUT 0833 5.33
enotes manual
entry or edit was |t *Wednesday  03A4/2002  01:54 am  D1:50 am It
made Wednesday  0314/2002 0958 am  10:00 am  OUT 0817 BT
+ Friday 03152002 08.00 8.00

Tip: Right-clicking on an entry will show you the rounding rules (Work Schedule Rules)
for that entry.
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The In/Out Boatd allows you to see, at a glance, employees who are in and out. The
In/Out Board will refresh itself if the Auto Update feature is checked, otherwise, clicking
the Refresh button will update the boatd.

In/Out Board Screen

P

%, In/Out Board =131
]
In/out Board [~ Auto update every |5_:|| minute(s) _ v Out Employees o 4
Toolbar — i Refresh  Help LCloze
Name Status |As Of Loca Department -
il I 08 il unning
Who’s In,
Who’s Out Dawson, Renee OUT  09/30/2003 09:45 am  Miami Marketing
Status Bar
s of 97302003 2:23:36 PM [Tatal: 4 4

Feature Description

Auto update every __ This allows you to set how often this board should

minute(s) update for you. Note: This is not a “live” board and
will only be updated by the Auto Update or pressing
Reftresh.

In/Out Employees This allows you to see employees who are In or Out
at a glance.

Refresh Clicking this button will refresh the list.

Help This gives you help regarding the current screen.

Color-coding: a. Green — denotes employees who are clocked IN.
b. Teal (bluish-green) — denotes employees who are

clocked OUT.

Administrators can have access to view all locations and departments or only specific
locations and departments depending on their security access rights. Employees may be
given access to all locations and depattments or theit specific location and/ot

department or no access to the In/Out Board. (See In/Out Board Access under Time
Clock Access.

Ch 6: Clocking In/Out 70



MyBi? Time Clock » ENeil

Chapter 7:
Managing Employee
Records

This chapter covers using MyBiz Time Clock for day-to-day operations.

Chapter Contents:

OVEIVIEW ..ttt s 72
Feature Column ... 72
Time CloCk ENtFEs ..ot 73
IN/OUL BOArd ..o eeeannes 77
Adding a New EmpIoyee ..., 78
Deleting an Employee ..., 79
Giving Employees Access to Clock In .......cccccccveeeinininininininnnee. 79

Employees Not Rounding On the Correct Work Schedule .. 81
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OVEIVIBW ..ceereeriireeeneiereeeeeeeeeesssseeessssssseessssssssssssssssssssssssssessssssssessssssssesssssssssssssannes
There are two main levels of security to MyBiz Time Clock: Employee Level and
Manager (or Administrator Level).

Employee Level Access — This only allows access to Clock In/Out and access to the
My Time Clock feature, which will allow individuals access to their time card histories.
This also will allow them to create new time entries, edit existing entties, and/or delete
their existing entries. Access to the In/Out Board may also be given. (See Chapter 3 -
Employee’s Time Clock Access for setting up access tights on page 41.) Setting up
employee level access consists of setting up access on the Time Clock Access screen

Manager Level Access — This will allow managers access to selected employee time
card entries. They may create, edit, and delete entries for these employees. They’ll also
have access to the In/Out Board. Managers at least may have access to everything or
only a few Administration screens. Having one Manager Login that has access to
everything is required. You may create other Manager Logins that have partial access to
the Administration screens they need. For example, a payroll administrator may only
need access to View/Edit Employee’s Time Card Entries, Create & Edit Work Schedules
and to Time Catd Runs. The other screens would be set for No Access. (See User
Security.)

Feature Column ...ttt ae s
The Feature Column allow you to navigate from screen to screen.

Feature Description

Employee Detail This screen allows you to enter and edit employee
data.

In/Out Board The In/Out Boatd allows you to see, at a glance,
employees who ate in and out.

Reminders

Reports

This allows you to view, create, edit and delete time
Time Clock Entries card entries. If you have access to view and edit
entries, you have access to all records.

Time Clock Access This allows you to set employee logins and
passwords, work Schedules, and access to the
In/Out board.

Time Card Runs This allows you to run time card reports and lock
down time cards so that no other editing can be
done.

Ch 7: Managing Employee Records 72



myBi? Time Clock » &Neil

Time CloCK ENFIES ......ooueeniiiieiiieniinieienietcnnnicnecrctesnenesesnesse s sseaessnesnes
The Time Clock Entries feature allows you to maintain employee time entries. You may
create new entries, as well as edit or delete time entries. You may also print out employee

time cards from here.

All changes (edits or deletions) are recorded and tracked. Selecting Show Changes will
allow you to view entries that have been edited. A plus sign (+) to the right-side of an
entry denotes a entry has been modified.

Time Clock
Entries Feature

& MyBiz Time Clock
File Wiew Settings Report Help
ttendance J§ Records: | TimeCl
Time Clock
&% Emplopes Datsi
& 170w Board

B Feminders

B Repots

Employee Select =

Browse

TreeVien

Search by Last Name

- - » L2l
M TineCiockAcces P St bil
(& Tine Card Runs i o

I Cifton .

Bramson

I~ Handy

Ed
Sh()W Changes I™ Kail Matthew
made to time | I~ Kleiner Randy
. I Makowski Deborah
entries I McCalla Tracy
I McDonald Chris
I~ Opel Stephen
™ Osbamn ‘Wanda
I~ Peck

Recent
Kiisties
Plus (+) sign __|
denotes change

has been made < >

Employee Neil R Adams

Time Clock Entries

[

New  Edt  Delete

&

Print

?

Help

Work Date Range
C Ioday O Thiswesk & Bange->  From: [09/01/2003 v | Te:[08/23/2003 =

Pl @ show Changes

orm=t

rwﬂ.k Day |Date ?:"l‘:" ?g"i-e In/Out | Houwrs ﬁ:ﬂ's
IN

+Wednesday 090303 11:18 am

Wednesday 090303 0208 pm  02:06 pm N N
Wednesday 080303 0356 pm 03:64 pm OUT 180 180
Thursday 02/04/03 09:49 am  09:48 am IN
Thursday 0304/03 10:35 am 10:36am  OU
Thursday 090403 10:41 am  10:42 am N
Thursday 090403 11:08 am 11:06 am  OUT

+Friday 091203

Total

19.00 ‘;

A

07/16/2003 04:55 pm 09/15/2003

Supervisor

~

Sart =
5o ol

\Hire Date 03/25/1996 Active

Date Range

Time Entries Sort
Order

Asterisk (*)
shows double
entries of IN or
OUT Punches

Time Entries —
Must have an IN
and OUT Punch
for total hours

details of the entry.

Tip: Double-clicking on an entry in the changed window (at the bottom) will bring up

Time Clock Entries Toolbar

From the Time Clock Entries screen, Managers have access rights to create, edit, or

delete employee time entries.

Creates a new  Deletes currently
time entry selected entry

| |
D & W

Mew Edit Delete

Edits existing
time entry

Prirt

Shows Help File for
this screen

|
?

Help

Prints Time Card for
selected Date Range
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il

Mew

Clock In / Clock Out

Creating a New Time Entry

You must be given rights to this feature. Clicking New, from the Time Clock Entries
feature, will give you the New Entry window with the following options:

Time Clock - New Entry Type Selection X|

Pleaze select the type of entiy you want to create.

After clicking on New from the Time Clock Entries screen, you’ll be given the choice of
Clock In / Clock Out or Enter Hours.

Selecting Clock In/Clock Out will allow you to entet a manual punch entry just as if an

employee had clocked in or out. For example, you may enter a manual punch entry of
05:15 PM for a specific date.

& Time Clock - Change Time ... |Z|
¢§ave I > Cancel | “? Help |

Kelly Clifton

Current Time Clock ¥alues
Date: 07/07/2004 Punched: QUT

Time 05:15 PM

Reason for Change

Mew Time Clock Values

Drate: Puniched:
ID?;’D?£2DD4 vI IDUT vl
Time: Wwork Date:

|E|5:15 IF'M vl ID?;"D?QDEM vl
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Feature

Description

Reason for Change

A Reason is required for Creating a Manual Time Clock
Entry or Entering Hours for a Date. (See Settings >
Reason Codes in Administration screen.)

Date This is the date of the punch entry.

Punched This designates In or Out of the punch.

Time This is the time of the punch entry.

Work Date This is the Work Date that the punch refers to. (See Date
Vs Work Date below for more info.)

Comments Comments are not required but may be helpful when

reading a reason at a later date.

Enter Hours

Reason Code — /

Required when
manually entering an
entry

Enter how many hours
employee is getting
credit for

Selecting Enter Hours will allow you to give a set amount of hours for a given date. For
example, you may enter a manual time entry of 8 hours Vacation.

‘& Time Clock - Create Time R... :II:,[S_TI
o Save | ¥ Cancel | @ Help |

Drate:
|EIE;"3EI.-"2EIEIE -
Hoaours:

108.00

Meil dams

Reaszon for Change
Mew Time Clock Yalues

[ Count towardz overtime calculations

Comments

——

Wwhark, D ate:

|EIE|£3EI.-’2EIEIB -

Feature

Description

Reason for Change

A Reason is required for Creating a Manual Time Clock
Entry or Entering Hours for a Date. (See Settings >
Reason Codes in Administration screen.)

Ch 7: Managing Employee Records

75




MyBi? Time Clock » Neil

Feature Description
Date This is the date the employee will get credit for.
Work Date This is the Work Date that the punch refers to. (See

Date Vs Work Date below for more info.)

Hours This allows you to enter specific hours for a date, such
as 8 hours for a Vacation day. The Date, Hours and
Reason for New Entry fields are required.

Count towards Designates entry to count towards overtime.
overtime calculations

Comments Comments are not required but may be helpful when
reading a reason at a later date.

Delete

B
Prirt

Help

Date Versus Work Date

When creating a new time entry, there are two date fields: Date and Work Date. The
Work Date represents the date the entry is counted towards. Normally, you won’t need
to change the Work Date unless you have work shifts that cross over midnight. For
example, Josh starts work and clocks in at 8 PM on Monday night. He gets off work at 4
AM on Tuesday morning, but forgets to clock out. A manual time entry is created for
him punching him out at 4 AM; the Work Date is of the previous date (the actual date
Josh started work). The program knew that Josh had clocked in at 8 PM the previous day
and since he had not gone over 13 hours between punches it counted the OUT punch to
the previous date.

Editing a Time Entry

Edit allows you to change an existing entry. You must be given rights to have this
feature. Remember that the Reason for Change block is required and tracked. Editing
a time entry is similar to creating a new entry except you only have the choice to change
a punch time entry.

Deleting a Time Entry

Delete will erase the selected time entry and record the deletion. All changes and
deletions are recorded and tracked. To view deleted time entries, go to Reports >
Deleted Time Clock Entries.

Printing an Employee Time Card

Print allows you to print an employee time card for the selected date range.

Getting Help
Help allows you to bring up the help file for this screen.
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Time Card Entries

The time card entries have the following coding:

Feature Description

Blue band A blue band designates the selected entry.

White band A white band designates an IN punch.

Teal band (bluish green) A teal band designates an OUT punch.

Gray band A gray band designates a manual entry was given for

a set amount of hours (see Enter Hours for a Date
under New above). For example, Josh took 8 hours
of Vacation on 3/15/2002 and a manual entry was
entered for his time.

Plus (+) Sign

A plus (+) sign designates a punch was changed or
manual entry was entered.

Asterisk (¥)

An asterisk (*) designates that there is a double-
punch; either two IN punches or two OUT punches
together. Action should be taken on this type of
entry of either adding a new entry or correcting an
existing entry. Hours cannot be calculated for a

double-punch entry.

CAUTION: If you see an astetisk (*) next to a time entty this means that some type of
action should be taken, such as correcting a punch.

Time Card Entries Work Day Punch Time Adj]. Time In/Out Hourz Day Hours
Monday 09:06 am  09:10 arn I
Manday 0312002 0422 pm  0430pm  OUT 0733
Monday 0341/2002  10:32 pm 10:30 pm I
Manday 05112002 1134 pm 11:40pm OUT 0117 Asterisks (%
Monday 03122002 01:35am  01:30 am IM B.50 " —Jcnote double
Plus sign (+) Tuesday 03132002  01:37 am  01:40 am I entries
denotes manual Tuesday 03132002 0951 am  10:00am OUT 0333 5.33
entry was made | +Wednesday 03142002 01:54 am 01:50 am It
Wednesday  0314/2002 0958 am  10:00 am  OUT 0817 BT
+ Friday 03/15/2002 08.00 8.00
I"fg " Tip: Right-clicking on an entry will show you the rounding rules (Work Schedule Rules)

for that entry.

Tip’

The In/Out Boatd allows you to see, at a glance, employees who are in and out. The
In/Out Board will refresh itself if the Auto Update feature is checked, otherwise, clicking
the Refresh button will update the board.
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In/Out Board Screen

@ In/Out Board =131 =l
InfOutBoad I8 et InEREEEE T2
'I{;/()lbl;r o Sl IS__I mruel ¥ b IERIERIETESS FRefresh  Help Close
Name Status  |As Of Locati Department -
eil 1§ 3 Sunning
Who’s In,
Who’s Out Dawsan, Renee OUT  09/30/2003 09:45 am  Miami Marketing
Status Bar =

a5 of 0/30/2003 2:23:36 PM e 2 Jout: 1 [Tatal: 4 .

Feature Description

Auto update every __ This allows you to set how often this board should

minute(s) update for you. Note: This is not a “live” board and
will only be updated by the Auto Update or pressing
Refresh.

In/Out Employees This allows you to see employees who are In or Out
at a glance.

Refresh Clicking this button will refresh the list.

Help This gives you help regarding the current screen.

Color-coding: c. Green — denotes employees who are clocked IN.
d. Teal (bluish-green) — denotes employees who are

clocked OUT.

Administrators can have access to view all locations and departments or only specific
locations and departments depending on their security access rights. Employees may be
given access to all locations and depattments or their specific location and/ot
department ot no access to the In/Out Board. (See In/Out Board Access under Time
Clock Access.)

Addmg A NeWw EMPIOYEE ......uuivvuiiiieiiriiitiiitiintcniecnecnecsseesaeesseesseessseesseesnne
Click Employee Detail Feature column.

The Employee Detail screen allows you to add, edit, and delete employees, and is shared
with MyBiz Attendance and Records, if installed.
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To add a new employee, follow these steps:

5

1. Click B8 from the Employee Browse or Employee Detail screen.

2. As a minimum, enter First Name, Last Name, Hire Date, Employment Status, Work
Status, and Location and Department. These fields are required. (To set up locations
and departments, see Locations and Departments under Administration.)

3. Click Save.

NOTE: The SSN is not required when entering an employee in MyBiz. However, when
exporting time card entries, if one of the selected payroll formats requires the SSN, you
will need to enter it before exporting.

CAUTION: This will delete ALL information on the current employee including any
records in MyBiz Attendance and MyBiz Records.

To delete an employee, and all associated records, follow these steps:

1. From Employee Detail, select an employee by clicking on his or her name.
. 2. Select File > Delete Employee.

How-To 3. Click Yes to the “Are You Sure?” message.

Giving Employees Access to Clock In ..........coouiiviuiiininiinnniiininiinnneiinnnecnnnneecnnnne
\ Click Time Clock Access from the Feature Column.

The Time Clock Access scteen allows you to set up employee logins/passwords, swipe
Follow me card access, individual access to create, edit and delete their time card entries, assign
Wotk Schedules, and employee In/Out Boatd access. A manager or administrator will
always have access to the In/Out Boatd screen.
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Time Clock Access Feature

@ MyBiz Time Clock
File WView Settings Report Help

ck,
Employee Select

| Time Clack

b Employes Detall [ Browse | Tresiiew

& 1n/0ut Board Gt

Mo e M Soredbyl

E LastName / |First Mame | &

8 Time Clock Access
& Time Clock Entries
@ Tine Card Runs

EEX

Time Clock Access

Fﬂrms Help

Enployes Deparnent

el Adams Derver Sunning
Time Clock Identification
GNEIL2

~ SwipeCadID |
I~ Austin Bily 00000 B
I” Citon Kelly
I Daveonn e Update/Change ] Clear/Delete
I~ Handy £d Verify Password |
I Karl Matthew
I Makowski  Deborsh gkina sk herees
LWt Sy ¥ Enable Employes Time Clack Access
I Mcbanald  Chis
I Opel Siephen | | | [ CanEdittheir own Tims Clock Eriies
I Osbom Wanda ¥ Can Create their own Time Clack Entriss
I™ Peck Cathy [V Can Delets their own Time Clock Entriss
I Fichards  Fobert
Lo it | Current Work Schedule . =] clear | Histon
In Out Board Access (L) -
v

] &

Employee Neil F: Adams  |Hire Date 037251596 Active

Feature Description

Employee, Location,

This is shown to make it easier when assigning

Department access.

Search By This allows you to search by Last Name, First
Name, SSN or ID.

Search For Entering one character at a time will do an
incremental search. For example, entering the
letter “K” will bring up the names which start
with K. Adding an L will search out names with
KL and so on.

Time Clock Time Clock Identification allows you to change

Identification the selected employee’s Login and Password. Just

(Changing Employee enter the new Login and password and click on

Password) Save to change.

Swipe Card ID

For the Swipe Card ID option, you’ll need a
magnetic swipe card or bar code reader and pre-
encoded cards. To assign a pre-encoded swipe
card, click on Update/Change, then swipe the
card through the swipe card reader. If an
employee has an assigned swipe card ID number,
you will also have the option to Clear/Delete.

Time Clock Access

Time Clock Access assigns employee options for:

a. Enable Employee Time Clock Access —
This allows the selected employee to clock in
and out. This is required to be selected if the
employee is allowed to clock in/out.
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Feature Description
Time Clock Access b. Can create their own Time Clock Entries
(cont.) — gives employee the ability to create Time

Clock entries.

c. Can Edit their own Time Clock Entries —
gives employee the ability to edit Time Clock
entries.

d. Can Delete their own Time Clock Entries
— gives employee the ability to delete existing
entries.

Current Work Schedule | Current Work Schedule allows you to assign a

Note: To create a Work | Work Schedule for rounding and reporting

Schedule, see Chapter 8 - | purposes.

Creating and Editing a. Clear allows you to remove this work

Work Schedules. schedule from an employee.

b. History allows you to view changes to an
employees work schedule. This also allows
you to edit the Start Date.

In/Out Board Access In/Out Board Access allows you to assign an
employee access to see None, All employees, or
employees by Location or department. (See
In/Out Board on page 77.)

Employees Not Rounding on the Correct Work Schedule ................cccovvurenneenneen.
Employees may be assigned different rounding rules over the course of their
employment. Every time an employee is given a new work schedule, he or she gets a new
Start Date from which the current work schedule begins. A new work schedule will only
round from the Start Date going forward. Any punches before this date will not be
rounded on this schedule.

There are times when you may need to change the start date for rounding calculations.
For example, if an employee was accidentally assigned the wrong work schedule for a
week where the work schedule assigned was rounding him/her at 10-minutes instead of
at 6-minutes, you would want to change to the new work schedule and have the program
calculate all past punch entries.

The work schedule start date is edited through the History Tab on the Time Clock
Access screen. For example, if the start date is 11/5/01, rounding will only occur from
this date forward. Any punches before this date will not be rounded on this schedule.

CAUTION: Editing the Work Schedule date may affect punches for the current
employee that have already been paid for.

)

e
Caution!
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Changing an Employee’s Work Schedule Date

Changing an employee’s work schedule date and having the program re-calculate
according to the new work schedule is a two-step process:

AN A

First Step (Change the Work Schedule Start Date)
1.
2.

From Time Clock Access, click on History (Current Work Schedule).

On the Work Schedule History screen, double-click on the Start Date you want to
change. For example, if you want to change the Start Date of 04/18/2002 to
05/01/2002, double clicking directly on the 04/18/2002 date will bring up an edit
box.

Enter the Start Date of the new work schedule.

Leave the Ending Date blank if this is the most current Start Date.

Click Save.

If you need to have time punches recalculated according to the new work schedule,
go to the Second Step below; otherwise, punches may not have their time calculated
correctly.

Second Step (Recalculate the Punch Time Entries)

You’ll need to edit any punch time entries that need to be recalculated and click Save.
The act of clicking the Save button will recalculate the selected punch time entry
according to the new work schedule.

1.

From Time Clock Entries, select the employee and the punch time you wish to re-
calculate.

You may select the punch time entry either by double clicking on the punch entry or
by highlighting it (by clicking once on the entry) and selecting the Edit icon.

Do not change the date or time. Select a Reason for Change. (You cannot save an
entry without selecting a reason.)

Click Save.
Repeat the above steps for any punches that need to be re-calculated.

Clicking Save will re-calculate the punch time entry according to the work schedule. For
example, if you changed this employee’s work schedule from 10-minute rounding to 6-
minute rounding, then saved any punch entries that fell within the Start Date, their
punch entries would be recalculated.
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& MyBiz Time Clock
Fil= View Settings Report Help

Time Clock Employee Select Time Clock Access
?

Employes Detai [ Browse | Tresview |

In/0ut Board Search by Last Name S Foms  Help
e | — Ennibes Department
Repotts | Neil Adams Denver Sunning

M4 > M Soredbyl

7l 2 Time Clock Iden on |
e ok e | LastName / [Fistbane | &
GHEILZ ~ SwipeCadID
Time Card Funs i Bily 22000001537

I Cifton Kelly
Updaie/Change | CleayDekete |

Time Clock Access

[ Dawson  Renes

I Handy i Veiily Password

I~ Karl Matthew =

I Makowski  Deborah Time Clock Access |
I” MeCala i) [V Enable Employee Time Clock Access

I McDonald  Chis

I Opel e ¥ Can Edit theit own Tirne Clock Ertriss

™ Dsbam Wanda [¥ Can Creste their v Time Clack Entries

I Peck Cathy [V Can Dislste theit own Time Clock Entres

I Richards Ruobert
Recent B | wondward  Kristies

t Work Schedule LG

In Out Board Access

[ES
v

 [Employee Neil R Ada  |Hire Date 03/25/1996 active

Work & Work Schedule History
Schedule Y= :
o i 7 4
istory Edt Delete Frint Help Close
‘work Schedule History For Meil Adams
Schedule Start Date End Date Minute Inc|In Found | Out Round|'Weekly OT| Dail ~
Mew 15 Min 104142002 9/29/2003 g g a
Generic: B min 9¢30/2003 B 3 3 0
Double clicking on a
Start Date will allow _|
you to edit the date. L3
A4
@m >
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Chapter 8:

Creating and Editing
Work Schedules

This chapter will allow you to set up your work schedule rules and define your daily work
hours for reporting purposes.

As a rule, many businesses allow a grace period for employees when clocking in or out.
This allows for time variations on clocks, watches and time devices throughout a
company. Rounding time also makes calculating payable time easier.

Chapter Contents:

Rounding Explained..........ccccouiiniiininininiiiciccces 86
Work Schedule Rounding Rules .........cccccoiiiiiiinnnnnnns 86
Shifts Crossing Midnight ... 89
More About Rounding ... 90
Setting Up a Work Schedule ..., 90
Setting Up the Daily Schedule ... 91
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Rounding EXplained .........cccovuiriiiniiiniiinniiniiiniecnnecnecnecniecnnecsnecsaessseseneees
MyBiz Time Clock can automatically round off in 2, 3, 4, 5, 6, 10, 12, 15, 20, 30 and 60-
minute time slices, and it will calculate the time in decimals, unlike many mechanical
Time Clocks. This saves time by not having to convert the minutes to decimals. Note: If
you don’t round, then select the Generic — No Rounding rule.

Time Clock rules can be assigned to individuals or groups. Rules are usually defined for
punching IN early or late, and OUT eatly or late.

EXAMPLE
Here is an example of rounding using the 15-minute rule:

Richard comes in a few minutes early and clocks in at 07:55.
Tanya is running late and clocks in at 08:04.

Using the 15-minute rule, both Richard and Tanya’s payable time would be clocked in at
08:00. Their time was rounded to the nearest 15-minute mark. The next 15-minute mark
would be 08:15, then 08:30, and so on.

However, using the 6-minute rule and the above clock-in times, Richard’s payable time
would be clocked in at 07:54. The next 6-minute mark for Richard would be 08:00.
Tanya’s payable time would be clocked in at 08:06. The next 6-minute mark would be
08:12, 08:18, and so on. Their time was rounded to the nearest 6-minute mark.

MyBiz Time Clock comes with three commonly used rounding rules: 6-minute, 10-
minute and 15-minute generic rules that are set up to round to the nearest mark. You
may choose one of these and rename it or set up your own.

Work Schedule Rounding Rules ............coueeeuiinmiinuiinniiniiiniiinircnnrcnnecnnecnneennnes
Go to Settings > Work Schedules.

The program comes with three commonly used rounding rules. You may
Follow me use one of these and rename it or create your own.
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:;] Work Schedules
Work Schedule — >

Rounding Rules Tab Mext

Work Schedule
itk
2nd Shift 9:00 - 5:30
3rd Shift 3:30 - B:00
Generic 15 min

Generic & min
Mew 15 Min

................................. 2l work Schedule Name [JEERT

Rounding Rules l Overtime and Punch Schedules ] Shiftz Crozsing Midnight

D T & 7 4

Mew Delete Frint Help Close

Time is Credited in B w| Minute Increments

Fiounding Fiounding E xample .
(s 17 Howr  Minute IMlfimc
Round Up &fter | 3w | Minutefs) IS_;IS_;I

Clock Out: — = put Time:

Found Up After R inutels]

Found Test

The Rounding Rules Tab has the following features:

Rounding Rules

Description

Work Schedule Name

Name the Work Schedule here.

Increments

Time Credited in __ Minute

This allows you to select rules for increments up
to 60 minutes (increments must be divisible by

60).

Rounding

When the Time Credited in Minute
Increments is selected, the default rounding is set
to round to the nearest credited increment. You
may change this setting to fit your needs. Use the
Rounding Example to test your changes.

Rounding Example

This allows you to see how your rounding will
affect true clocking in/out punches. Set the Hour
and Minute to test how rounding will affect punch
times.
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e

Work Schedules — i Work Schedules
Overtime and Punch T R M e N[z?w
Schedules Tab

‘Work Schedule
13t Shift

hd

2nd Shift 5:00 - 5:30

3rd Shift %30 - 6:00

Lol Work Schedule Name |Tst Shift

— Rounding Rules  Overtime and Punch Schedules ] Shiftz Crozzing Midnight

: Bienaic 15 min Payroll work week starts on - |Sunday ~| a 12004

| Generic B min Schedule Overtime rules

|_|New 15 Min [~ This Schedule Qualfies for D aily Overtime after Hours
[ This Schedule Qualifies for Weekly Overtime after A0 Hours

Sunday Monday ]Tuesda_u] Wednesdaﬂ Thursda_u] Friday I Saturda_u]

[ Mew Time Entry

& 7 4

Delete Print Help Cloze

¥ Thisis a‘Woarkday
[ Thisis an Overtime Day

In Or Dut

Quick Capy Schedule fram

= —

‘ﬂ- Delete Time Entry

The Overtime and Punch Schedule Tab has the following features:

Overtime and Punch Description

Schedules

Payroll work week starts This determines the day that your work week begins
on... on, which is defined as the start of the pay week.

This Schedule Qualifies
for DAILY Overtime after
__Hours

Select this option if your policy is to give overtime
after working so many hours on a DAILY basis. (For
example, anything over 10 hours daily is considered
overtime.)

This Schedule Qualifies

Select this option if your policy is to give overtime on

for WEEKLY overtime a WEEKLY basis. (For example, anything over 40
after __ Hours hours weekly is considered overtime.)
Daily Schedule This allows you to set up daily schedules that can be

reported on. (For example, if you wanted to know
who was 15 minutes or more late on Mondays, you
could run an Exceptions teport.)

This is a Workday

This designates the selected day as a regular workday.

This is an Overtime Day

This designates the selected day as an overtime day.

Quick Copy Schedule After you set up the first workday, this allows you to
From copy it to the next workday so you don’t have to re-
enter the same hours.

New Time Entry This allows you to enter a new entry for your

employees daily work schedule.

Delete Time Entry

This allows you to erase an enttry.
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Shifts Crossing Midnight .........cccccovuiriiiniiinniinniiniineine e
You only need to set up the rules for Shifts Crossing Midnight if you have employees
that work past midnight. This allows the Work Day to be defined.

F)

24 Work Schedules

quk Schedt_xles - = = = yoO i 7 49
St.“ft§ Crossmg First Prior Mext Last Mew Delete Print Help Close
Midnight Tab Wiork Schedule Il voik Schedule Name [[EERD
P15t Shift ] P
— i i Shiftz Crossing Midnight
| znd shift 5:00 - 5:30 Rounding Rules ] Overtime and Punch Schedules q [al
| 3rd Shift 3:30 - £:00
— Geneqc 15 mln [~ Report time to next day on or after 10:00 P
| Generic: B min
| [New 15 Min Iv Fieport time to prior day on or befare 02:00 &M
M aximum expected hours for lunch break 15
‘when employee punches in at 10:00 Pk or later, the time will be reported
on the next day.
If & shift croszes midnight and starts before 10:00 PM, the expected lunch
break iz not to exceed 3 hours.
E=ample: IF your shift startz at 800 PM and your lunch break. iz at 1230
A, if you punch back in on or before 3:30 Ak, your time will be reported
againgt the previous day.
W
Feature Description

on or after

Report time to NEXT DAY

This allows you to set the time punches’ Work
Date to the next day. For example, if the night
shift starts work at 10 PM on Monday night, but
the entite shift (10PM — 6 AM) is counted for
working on Tuesday, then you would select this
option.

on or before

Report time to PRIOR DAY

This allows you to set the time punches’ Work
Date to the previous day. For example, if the night
shift starts at 2 AM on Tuesday but the entire shift
is counted for working on Monday, then you
would select this option.

lunch break .

Maximum expected hours for

We recommend leaving this option at the default
3.5 hours. This option is for punches that cross
midnight and allows for employee’s to be counted
on the correct work day when working long or
double shifts.
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More About ROUNAING ......cooueivuiiiuiiieiiiiiiiiintinecnecnecnecsaeesae e ssaessaesenees

MyBiz Time Clock rounding is based on three points:

1. What you select for Time Credited in Minute Increments

2. What you set for Clocking In and Out rounding

3. Assigning the Work Schedule to an employee through Time Clock Access.

MyBiz Time Clock automatically rounds to the nearest mark based on your choice of
minute increments. MyBiz Time Clock will round up or down at about the halfway mark.
For example, if you’re using MyBiz Time Clock to credit in 6-minute increments, then
the program will round up AFTER 3 minutes and round down before this time. The key
word is After. The program will ROUND UP AFTER however many minutes you select.

MyBiz Time Clock allows you to select rounding up to the designated credited amount,
minus one minute. If you choose to credit in 6-minute increments then you could choose
from 1 to 5 minutes for rounding. If you choose to credit in 10-minute increments then
you could choose from 1 to 9 minutes for rounding and so on.

TIP: If in doubt, use the Round Test to see how the time will be rounded.

Setting Up a Work Schedule ............ccuovueinniiniinniinniiiiiiniicinccneccneccnecsseesnees

Setting up a Work Schedule allows your employee’s punch times to be rounded and
allows you to report on various settings according to the Work Schedule. For example, if
you wanted to know who was clocking in late on Mondays for the month of June, you
could run an Exceptions Report. All employees that clock in/out must be assigned a
Work Schedule for rounding and reporting purposes.

To set up your work schedule, follow these steps:

1. Click New.

2. Enter a descriptive work schedule name.

3. Select how your time is credited for rounding purposes.

4. If you round to the nearest mark, you may leave the defaults in the Rounding block

as they are. If, however, you round nearer or farther from the nearest mark, then
you may change the rounding to suit your needs.

5. Check how the program will round for you by enteting a clock in/out time in the
Rounding Example block. If the time isn’t rounding the way you want, then change
the Rounding time and check it again.

6. Select whether this work schedule qualifies for DAILY overtime and after how
many hours.

7. Select whether this work schedule qualifies for WEEKLY overtime and after how
many hours.
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Setting up the Daily Schedule ..........ccccoiviiiiiiuiininiiiiiiiiiieinneinecneeecssneesenne
1".2» To define the daily schedule, follow these steps:

_ 1. Select a day of the workweek and specify if it is a Workday and/or an Overtime

How-To Day. An Overtime Day is any day that is automatically counted as overtime such as
Saturday or Sunday.

2. Click New Time Entry:

a) Enter what time employees on this work schedule would normally start work.
Press the TAB key or click New Time Entry to go to the next row.

b) Enter what time the employees would normally break for lunch. Press the
TAB key to go to the next row.

¢) Enter what time the employees would normally come back from lunch. Press
the TAB key to go to the next row.

d) Enter what time the employees would normally leave for the day.

3. Click on the next day and enter their start and end time for this day. You may also
use the Quick Copy Schedule feature to copy the previous day’s entry. Click Save
to save this work schedule.

Remember to assign a work schedule to each employee under Time Clock Access;
without an assignment, employee entries and overtime will not follow the work schedule
rules. This can result in payroll errors.
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Chapter 9:
Preparing Time Card
Runs

Time cards are prepared by the Payroll Administrator or other designated person who
can run time card reports or export this data to your payroll program. The person who
has access to Time Card Runs can lock out employees and other managers from making
any changes to specific date ranges and save this information so that changes cannot be
made to time that has already been paid for.

Chapter Contents:

Time Cards RUNS ... 94
Viewing Time Card Data ... 97
Exporting Time Clock Data.......ccvvviiiiinniiicccciiiiens 98
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Tlme Card RUNS ..ottt sa e a s
To go to Time Card Runs click on the Time Card Runs Feature.

Follow me

The Time Card Runs screen allows you to create time card reports for a specific date
range for employees. This data may also be exported to your payroll program. You may
break down the report by location, department or specific employees. The Time Card
Run report will show you regular time, overtime, the payroll code description for First
and Second column (from the Time Clock Tab under Global Preferences), and Other
time (anything that is not covered under regular, overtime and payroll code descriptions),
along with the total hours.

Creating a New Time Card Run

To create a new time card run, follow these steps:

1.
2.

Time Card Runs Screen

Action Teons

Click title to Sort
by column

Run Information —

Status Bar

After clicking on Time Card Runs, click NEW RUN.

Enter a name in the Run Name block (for example: Week of Apr 7 2002). Special
characters are not allowed.

Select a date range for this run.

Select either Manager Lock or Total Lock for Lock Mode (see below for more
information).

Select Batch State of either In-Process or Completed.

Select which Locations/Departments you want processed by clicking on Expand
Window (see Selecting Locations/Depattments).

Click Save, then OK.
Click on PRINT to preview the selected run.

t=orted by Run Date Dsc

:Time Card Runs @@@
- e =] ?

New Run EditRun Delete Pint  Export  Help  Close

Run Date ™ [Run Name [Created By [Batch State  [From [To [Locked ~
08/13/2003 08052003 to 08112003 Supervisor InProcess 08/05/2003  08/11/2003

07/14/2003 07062003 to 07122003 Supervisor InProcess 07/06/2003  07/12/2003  Manager Lack
06/10/2003 06012003 to 06072003 Supervisor InProcess 06/01/2003  06/07/2003  Total Lock
06/03/2003 05182003 to 05242003 Supervisor InProcess 05/18/2003  05/24/2003  Total Lock
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Feature Description

Sort Click on column title to sort by that column.

Action Icons a.  New Run — This allows you to create a new
time card run.

b. Edit Run — This allows you to edit existing
runs until the Batch State status “Completed”
is selected.

c. Delete — This deletes an existing run.

d. Cancel — This cancels changes to the current
run.

e.  Print — This allows you to print the selected
time card run.

Run Information a.  Run Date — This is the date of the run.

b. Run Name — This is the specified name.

c. Created By — This is the name of the
individual logged in when creating the run.

d. Batch State — This is the specified state from
the Edit Screen.

e. From/To — These are the dates specified.

f. Locked — This is the specified Lock type
from the Edit Screen.

The Time Card Run
Edit Screen

% Time Clock - Edit Time Card Run

JSava ‘ by Cancel| “? Help | !ICIDse

06/10/2003

‘ﬂ Locations and Departments

Lock Mode == - \n-F’rocess -

From: [og/01/2003  w|  Ter [0g/07/2003 -] Toda Last ek,
* Expand ‘Window

K Mame SSN Reg His |OT Hrs |[Wacation (Personal [Other Total Hrs

I vl 5 sustin Bily 265-71-9621 16.00 08.00 00.00
I 10 Cliftan Kelly 176-28-8931 24.00 18.00 16.00 00.00 00.00
¥ 10 Dawson Renee 987154212 32.00 16.00 00.00 00.00 00.00
[ 0 Karl Matthew 422-86-9517 00.00 00.00 00.00 00.00 00.00
[~ 0|Kleiner Randy 213-65-6555 00.00 00.00 00.00 00.00 00.00
[~ D Makowski Debarah 005-66-9143 00.00 00.00 00.00 00.00 00.00
[~ 0/McDonald Chiiz 00.00 00.00 00.00 00.00 00.00
[~ D Opel Stephen 433-23-5209 00.00 00.00 00.00 00.00 00.00
[~ 0|Osbom'wanda 418-21-9383 00.00 00.00 00.00 00.00 00.00
" D Peck Cathy 337-46-9279 00.00 00.00 00.00 00.00 00.00
[~ 0|Richards Robert 244-36-9126 00.00 00.00 00.00 00.00 00.00
v 5 ‘Woodward Kristies 151-44-9045

1200 42.00 16.00 00.00 00.00 170.00 2
& Display Totals for All Employees © Display Totals for Selected Employees
Employees: 12 Selected: 4
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The Time Card Run Edit window has the following features:

Feature Description

Run Date This is the date the run was created.

Run Name This allows you to enter a name for the run.

Print This allows you to print a Detailed or Summary report.
Date Range This allows you to select the date range for this batch.
Lock Mode This allows you to select from three different modes.

a.  Unlocked — This allows anybody with access to create, edit
or delete entries.

b. Manager Lock — locks anybody with Manager and
Employee access from creating, editing, or deleting within
the selected date range. This allows the Payroll Personnel
to pay employees without having the time card entries
changed at the last moment.

c.  Total Lock — locks everyone, regardless of access level,
from making any changes with the selected date range.
Administrators with Time Card Run Access are also
locked out from making any changes. If changes need to
be made, the selection would need to be changed to
Unlocked or Manager Lock mode.

Batch State

a.  In-Process — for the current card run you’re working with.
b. Completed — select when Time Card Run has been paid.

Locations and
Departments

Clicking on Expand Window or the plus (+) sign next to
Locations and Departments will expand this window to choose
specific locations and departments. Those employees from the
chosen locations and departments will show up in the
employee window.

Employee window

Checkbox — This allows you to select specific employees

by clicking in the checkbox.

Ct — This shows a count of time entries.

Name — First and Last name of employee(s).

SSN — Social Security Number of employee(s).

Reg Hrs — This shows regular hours.

OT Hrs — This shows overtime hours, if applicable.

Column 1 — (shown as Paid Vacation in screenshot above)

Payroll Description Column

Column 2 — (shown as Paid Personal in screenshot above)

Payroll Description Column

Other — This shows time not counted in ¢ — h.

j. Total Hrs — This shows total of regular plus overtime
hours.

5 R Mmoo oo o

C o

Radio Buttons:

a.  Display Totals for All Employees — Select this option to
show totals for all employees.

b. Display Totals for Selected Employees — Select this option
to show totals for only the selected employees.

Ch 9: Preparing Time Card Runs
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Viewing Time Card Data ........cccooiiviiniiniiniiniiniiiiiiieniiesnessesnesnessessens
When viewing time card data, keep in mind that overtime will only show if you have set
up a Work Schedule and assigned it to your employees. The Work Schedule will have
rules regarding overtime and what day your Work Week starts on. See Chapter 8 for
detailed information about Work Schedules.

Frequently Asked Questions

Q: P’ve created a time card run covering 8 days. For one employee it shows 59
hours of worked time, but 0 hours of overtime. Why is this?

A: The start of your Workweek (set in the Work Schedule) determines the week for
overtime. Check to make sure you have a Work Schedule assigned for this employee by
going to Time Clock Access > Current Work Schedule. If there is one, go to
Settings > Work Schedules and make sure the assigned Work Schedule has the
appropriate Overtime settings. If the overtime settings aren’t set up, then go to Work
Schedules and create one before assigning it. (See Chapter 8 Creating Work Schedules
for detailed information.)
For Example: If a time card run is created to include Randy from (Wed) May 8, 2002
through (Thur) May 16, 2002 and it shows that he worked 59 hours during this time, this
doesn’t necessarily mean he has overtime. Weekly overtime, if any, is calculated on the
last day worked of the workweek. Daily overtime, if any, will be calculated on the same
day worked.
Daily Overtime will be calculated on
the same day worked.
Work Weeks May 2002
Overlapping Sun Mon Tue Wed Thur Fri Sat
1 2 3 4
Workweek 1 5 6 ? 3 r}\ E G 1 1
Worlaveek 2 12 13 14 15 16 "17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

Weekly Overtime will be
calculated on the last day worked

for that workweek.

Assuming our Workweek starts on Sunday, the date range of May 8 — May 16 covers two
separate Workweeks. (Workweekl: May 5 — May 11 and Workweek2: May 12 — May
18.) If Randy does not work overtime on a daily basis or for the whole wotkweek, he
won’t have any overtime. But, if he does work overtime for Workweekl, it will be
calculated for that Friday (May 10) and be included on the report. Overtime worked for
Workweek2 will not be reported unless Friday, May 17 is included.
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Factors involved in calculating overtime:
1. What is the Workweek Start Day? (Sunday? If the workweek starts on Sunday, this
would mean the workweek is from Sunday through Saturday every week.)

2. Do your employee’s receive overtime based on time worked on a daily basis?
(Example: Daily time worked over 10 hours receive overtime.)

3. Do your employee’s receive overtime based on time worked on a weekly basis?
(Example: Weekly time worked over 40 hours receive overtime.)

4. When was the Work Schedule assigned to the employee?

Overtime Description
Daily Overtime will be posted on the day the employee goes over the
Overtime amount of hours set for Daily Overtime on the Work Schedule.

(Example: if > 10 hours daily is considered overtime; if employee
works motre than 10 hours on Tue, overtime will be shown same

day.)
Weekly Overtime will be posted on the last day worked on the workweek.
Overtime (Example: if > 40 hours a week is considered overtime; if employee

works Mon — Fri, overtime will be shown on Fri.)

Exporting Time Clock Data ..........cooueiiviuiinieiininiinineiinnnicnnecnneecnneeenneeesnneees

You may export time entry data two different ways in MyBiz Time Clock. The first way
is from the Export feature under Time Card Runs. The other way is from Export Time
Clock Data under the File menu.

Export Type Description

Export Time Clock Data Exports hours worked and general employee
information to a .csv file. This is a general export
found under the File menu.

Time Card Runs Export This is a specific export feature that exports to
several different payroll formats (See Time Card
Runs Export above.)

Time Card Runs

Export

E Time Card Runs

@ N ? M
Mew Run  Edit Run Delete = Frint  Export  Help  Cloze
Run Date © |F|un Name |Clealed By |Balch State From To
0841342003 08052003 to 08112003 Supervisor In-Process 08/05/2003  08/11/2003
07/14/2003 | 07062003 to 07122003 Supervizor In-Process 07/06/2003  |07A12/2003 Manager Lock
06/10/2003 | 0B012003 to 06072003 Supervisar In-Process 06/01/2003 | 0B/07/2003  Total Lock
06/09/2003 05182003 to 05242003 Supervisar In-Process 05/18/2003  05/24/2003  Total Lock
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Time Card Runs Export

From Time Card Runs Export you may export to a text file into the following Payroll
formats:

ADP/PC Payroll for Windows
Paychex

PaycomOnline

PayAmerica

QuickBooks® Pro and Premier Editions 2003/2004
RDE (Summit Payroll Express)

Rapid Payroll

UltiPro

Please call or email Tech Support for other formats.

VVVYVYVVVYVYYVY

* - MyBiz Time Clock is integrated with QuickBooks. When you click on Export, the
time data is automatically transferred into QuickBooks. (See QuickBooks Integration
below.)

QuickBooks Integration

MyBiz Time Clock can import time data directly into QuickBooks Pro and Premier
Editions 2003 and/or 2004. To import from MyBiz Time Clock you will need to set up
QuickBooks for the following:

»  to view Weekly TimeSheets
» approptiate Payroll Items that cotrespond with MyBiz Time Clock

NOTE: MyBiz Time Clock and QuickBooks should be set up prior to performing the
following steps.

The following steps will set up MyBiz Time Clock to import directly into QuickBooks:

1. Open Quickbooks.

2. From within MyBiz Time Clock go to Time Card Runs and select Export.

3. If Quickbooks isn’t an option in the left column, hold down C#/-A/-Q to display it.

4. Click Open Quickbooks. This will bring up a QuickBooks message asking: Do you
want this application to access your Quickbooks Company File?

5. Select “Yes, Always” or “Yes, This Time” to allow access. Click Yes if you receive
the Confirm to Proceed message. Note: if you select “Yes, This Time”, the next
time you open Quickbooks from MyBiz Time Clock it will ask you again for access.

6. Click back on MyBiz Time Clock. You should see two columns which may be filled
in with data already. The Payroll Code column are codes related to MyBiz. The
Payroll Item codes are related to Quickbooks. You’ll need to relate the appropriate
Payroll Code from MyBiz to the Payroll Item code in Quickbooks. The MyBiz
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Payroll Codes should be displaying. Clicking in the corresponding row for the
Quickbooks Item code will bring up a drop down box.

7. Click Save after making any changes.
8. Click Export.

Exporting Time Clock Data

From File > Export Time Clock Data, you may export hours worked and general
employee information to a .csv file which can be opened in MS Excel or other
spreadsheet programs.

& Time Clock Export

Export Time Clock Export Type 2 4
Data Screen i+ SingleFile " Relational Filez Export Hélp Claze
Select Employees to Export Hire Range Filter
=¥ Al Locations & Departments
+-[w Denver Lacation
+1-[¥ Fort Lauderdale Location
- Loz Angeles Location
#}-[v Miami Locatian Job Status Filter
+}- Mew York Location W Full Time W Part Time
+- Rapid City Location -
+| Seattle Location Employee Status FI|tE[.
v Active [ InActive
Expand Tree | Collapze Tree | [ Teminated
I Select Employee Data Fields to Export I
Available Fields: Fields to Export [In Export Order]:
DEPARTMENT ~
FIRSTMAME =
HIREDATE ﬂ ﬂ
LASTHAME
LOCATION — - ¥
MIDDLEMAME b
I Export Time Clock Data I
[ E=port Hours “Worked for the Period: | J To | J

-

The Time Clock Export feature allows you to export the following data:

» Last Name » Location

»  First Name » Department

» Middle Name » Punch Hours
> SSN » Punch Changes
» Date of Birth
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Features

Description

Export Type

a.

Single File — Exports Employee Data and
Hours Worked to a single file. If Export Punch
Changes is selected, it will export to a separate
file in addition to the Hours Worked.

Relational File — Exports Employee Data and
Hours Worked to two separate files. If Export
Punch Changes is selected, it will export to
another separate file.

Export

This exports the data once you have settings
complete.

Select Employee to Export

This allows you to select specific employees,
locations and/or departments to expott.

Hire Range Filter

This allows you to filter on a specific hire date range.

Job Status Filter

This allows you to filter on full and part time.

Employee Status Filter

This allows you to filter on Active, Inactive or
Terminated employees.

Select Employee Data a.  Available Fields - This is the list of fields to

Fields to Export choose from.

b. Fields to Export (In Export Order) — These are
the fields chosen.

Export Time Clock Data a. Export Hours Worked for Period — This allows
you to select a date range for time card data for
the selected employee(s).

b.  Export Punch Changes — This allows you to

export punch changes.

To export this data, follow these steps:

1. From the File menu, select Export Time Clock Data.

2. Select the export type: Single File or Relational.

3. Expand the tree, if necessary, and select the employees to export.
4

Select the data fields to export by either double-clicking on the file or selecting the
file and clicking on the arrow pointing to the right.

o w»

option.
7. Click Export.

If needed, select the Export Hours Worked option with a date range.
If Export Hours Worked is selected you can select to Export Punch Changes
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Chapter 10:
Using Reports

MyBiz Time Clock includes several powerful reports to help you manage employees and
prepare for payroll. For additional reports, please try MyBiz Records, which offers you

the power of additional employee information tracking.

Chapter Contents:

RePOIt LiSt ..oovieiiiiiiiciicictc s 104
Report Interface Features ..., 104
Employee Summary Report ... 105
Employee Anniversary REPOrt ......cccvvecvrrecenricnnenrccnnerecnnns 105
Hours Worked Report ... 105
Deleted Time Entries Report ..., 106
Work Schedules Assignments Report ..........covvcciiiiininence. 106
Exceptions (PUNCh) ..o 106
Exceptions (HOUTS) ... 107
Time Cards RePOrt ..., 109
Time Card Runs REPOTrt ... 109
Time Card Runs (Extended) Report ......ccccceveecnvcinennencnnne 110
REMINAEIS ... 110
ID BadgES ....coovviiiiriiiiiii s 110
Table Listings ...t 112

Ch 10: Using Reports

103



MyBi? Time Clock » &Neil

Report List

Here is a list of the reports you can run:

Employee Summary Report
Employee Anniversary Report
Hours Worked Report

Deleted Time Entries Report

Work Schedule Assighments Report
Exceptions Report

Time Cards Report

Time Card Runs Report

Time Card Runs Extended Report

Reminders Report

ID Badges
Table Listings

VVYVYVVVYVYVYVYVYYVYYVY

Report Interface Features .................

The following features are available on each report interface:

Feature

Description

Preview

This allows you to see how the report will show
when printed.

Print

This prints the report.

Printer Setup

This allows you to set printer options.

Help

This will allow you to view help regarding this
screen.

Close

This exits the report interface.

Grouping Options

This allows you to group on Location and
Department.

Display Options

This allows you to display SSN.

Export Options

This allows you to not export headers.
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Employee SUMMary REPOKt .........covvueiiiieiiiiiiiiiieiiiinetiiseecssnecsssseesssnessssssessssasesas

The Employee Summary Report is a
quick overview of your employees
showing SSN, date of hire, title, active
status, and full/part time status.

Employee Anniversary RepOrt .........coeevvueevvueiirueiirneinsueccsuecnsnecnnes

BNl

The Employee Anniversary Report
shows the anniversary date of employees
according to the selected date range.

Hours Worked RepOrt ..........coiuiiiiiiiiiiiinitiiinttinieccneecsnnecsssseecsssecsssseessssseeses

ol 3 gy

The Hours Worked Report shows
regular hours, overtime hours and total
hours. You may select specific employees
by date range.
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Deleted Time Clock Entries REPOrt .........cccovvueiiiivuiiiiseiriineiriinneisineeiessneisssneesesssenens

The Deleted Time Clock Entries
Report shows entries that were deleted

along with the reason, comments and e
login name of the person deleting the
record.

Work Schedules Assignments REPOrt .......c..coeueivuiiiuiiieinisiiieiisiecnsecssecssecsneennne

The Work Schedules Assignments
Report shows which work schedule each
employee is on and when it was assigned.

EXCeptions (PUNCR) ....cueiiiiiiiiiiiiiiiiiiiiinietinttcneccsaecssaecsssaeesssaeesssseessssseesas
Exceptions are broken down into two separate reports: Punch Exceptions and Hours
Exceptions. The Punch Exceptions report allows you to report on early or late clock in

and out punches. You may even report on actual clock in/out time or on the rounded
time.

NOTE: Your employees must be assigned to a Work Schedule with the daily hours set
up to propetly view this report.
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=

% MyBiz Time Clock

File View Settings Report Halp

Punch Exceptions Report -
Pan e =
w
Employee Detail

Bmwse Treeiew 0 & N b ?
InOut Board Search by Last Name Preview  Print  Printer  Custom  Help
0 Pemindets [ RepotDstsRenoeFon 0ar21/2003 ~| To: [09/27/2003 ~|
Fi (&
& Repos M4 1| somdbyl, | | TimeUsedForRepol
@ Time Clock Access oh  Rounded

4 |Fi A
& Tine Clock Enties Last Name First Name

Punch exceptions in minutes

& Time Card Auns i Billy In W Ealy  [15 2 Wlae [15 =
I Clitton Kelly
[ Dawsan Renes Out WEaly [15 5 Wlate [15 3
™ Handy Ed
I Kal W atthew Wnlk. Schedule(s] WEE)? Day(s]
I~ Kleiner Randy [ Filter on Work Schedule(s) [ Filter on Dayls]
™ Makowski Deborah 3t Shift ] Sunday -
I McCala  Tracy 2nd Shift 300530 Monday
I McDonald  Chiis B[ uesdy
ednesday
™ Opel Stephen < b Thissdai
[~ Osbom Wanda
I~ Peck Cathy

Grouping Options

I Richards Rohert ¥ Location v Department b Show Group Totals

I Woodward  Kristies

Time Clock Access E tport Options
Time Clock Entries 1 Disabls Headers On Export
- Display Options
¢ 5 Iv Shaow Social Security Number an Report
Employee Neill R Adams Hire Date 03/25/1996 Ackive

The following are other options that are available on the Punch Exceptions Report. For
a list of features not listed here, please see Report Interface Features above.

Feature Description

Report Date Range This allows you to set a date range for the report.

Time Used For Report This allows you to report on Reported (actual punch
time) or Rounded time.

Punch Exceptions in This allows you to view how early or late, in minutes

Minutes to report on.

Work Schedule(s) This allows you to filter on a selected wotk schedule.

Week Day(s) This allows you to filter on specific days.

EXCEPLiONS — (HOUKS) ..uueeiiiinrreiiiiiiteiiiiiteetcniineccessaeec s ssaeecssssnaeessssssnsesssssssaeees
The Hours Exceptions Report allow you to report on hours over or under by day, week
or month. This report can be used to monitor which employees may be near overtime.

NOTE: Employees must be assigned to a Work Schedule with the daily hours set up to
propetly view this report.
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Hour Exceptions
Report Pane

& MyBiz Time Clock

File View Settings Report Help

fimeClock
w Employee Select Hour Exceptions
Employee Detail

[ Biowse | Tresvisw 0 & N hE
Q In¢Out Board S ke Preview  Print  Printer  Custom Help
& Fiemindors Fiepart Date Range From: [09/21/2003 | Te: [09/27/20038 |
B ||t 4 ] s | [Tt

= or Day w Tatal Hours Over
% 3z

@ Time Clock Entries e ame it ¥ For'week [~ Total Hours Under
O Time Card Runs ™= Auslin Billy L et

I~ Clitan Kelly ‘wrk Schedule(s)

™ Dawson Renss [ Filter on*Work Schedule[s)

™ Handy Ed

[~ Karl Matthew

™ Kleiner Randy 3 Shift 5:30 - 6:00

I Makowski Deborah Bonse15mn

I~ McCalla Tracy Generic & min

™ MeDonald Chiris. b

I~ Opel Stephen 1/ i »

[~ Osbom Wanda

:: :.achk 4 ;at:yl Grouping Options

ichards ober .
¥ Location v Depattment v Show Group Totals

I Woodward  Kristies E £
Funch Exceptions Eport Dptions-
Time Clock Access I Disable Headers Dn Export
Time Clock Entries = =

Display Options
¢ 5 X [¥ Shaw Social Security Mumber an Report
Employee Neill R Adams Hire Date 03/25/1996 Ackive

The following are other options that are available on the Punch Exceptions Report. For
a list of features not listed here, please see Report Interface Features above.

Feature

Description

Report Date Range

This allows you to set a date range for the report.

Time Exceptions in hours

This allows you to report on total hours over or
under by day, week, or month, and to filter on a

work schedule.

Work Schedules

This allows you to filter on a selected work schedule.
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Time Cards REPOIt .......coivvuiiiiiuiiiiiiiiinntiiietiisatissntesessesessaeessssessssasssssasessssssssssns
The Time Cards Report shows punch
times and manual punch entries for each .
employee according to the selected work
date range. Changes made to an entry can
be printed along with employee and
supervisor signature blocks.

Nl @ i D M I

T Cond ban s e s

NOTE: Punch entries with an asterisk (*) to the right of the entty require attention. It
means that double in or out punches have been made and need corrected.

Time Card RUNS REPOIt .....coovuveiiiiniiiiieiiiietiniietiinntinietccnnecsssaeessssaessssasesessesssnas
The Time Card Runs Report shows
totals of regular time, overtime, and the
First and Second Column descriptions for
Reported Payroll Description Columns
under Settings > Global Preferences >
Time Clock Tab in a “column” format.

NOTE: The Time Card Runs Report will only report regular time, overtime, and the
payroll descriptions for First and Second Columns under the Global Preferences >
Time Clock Tab. All other reasons will fall under the “Othet” column. See the Time
Card Runs (Extended) report to view all payroll descriptions.

To print a report, follow these steps:
1. From the Reports menu, select the appropriate report.

2. Select any options necessary from the filter and options settings.

3. Under Select a Time Card Run, sclect a run. Note: Runs must be created through
the Time Card Runs Tab.

4. Click Preview to see the report on the screen before printing.
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Time Card Runs (Extended)

The Time Card Runs (Extended)
Report will print regular time, overtime,
and all Payroll Code Descriptions in a
“row” format. If you have more than two
payroll code descriptions (for example,
Vacation, Sick, and Personal), this report
will allow you to view all payroll code
descriptions set up under Settings >
Reason Codes ~— Payroll Code
Description.

REMINUEES «eeeeeieeeiiretiiieeeiereeeierteeeeesseseesssssesssesssssssssssssssssessssssssssssssssssssssssssssssssnsnss

The Reminders Report allows you to view
resolved and unresolved reminders for a
specific date range.

ID BAAGES ...coovveinriitriiiniiitiiinitcnieinecne e cnecsnecsne s st sssr s ssresssnessasesssnesanens

You may create ID Badges for use with
MyBiz Time Clock or company
identification. There are 4 types of ID
Badges: Employee, Temporary, Guest or
without a title.
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Layout

The Layout Tab allows you to select what features will be on the ID Badge. For
example, if you want the badge title to read Guest instead of Employee, you can select
Guest under the Badge Title.

ID Badges Barcodel F'rintStockI Label Adjustments
Layout Tab e
y i P'!nt Title Badge Tile—— [ Mame Formal
¥ Print Department & EMPLOYEE @ Last, First =an Atkin
[ PFrint Emplayes 1D Style 1 ~ TEMPORARY . AP Repraandhe
[~ Print Employee ID Style 2 " GUEST yi- fﬁqﬁ!ﬁ:‘g
™ PFrirt Location = NOKE
¥ Prirt Picture g’VEi],
¥ Print Company Logo ¥ Print Company Mame G. Meil Diract Mail. Ine. L
Barcode
The Barcode Tab allows you to select the type of Barcode that will be printed. If you’re
not sure which type to use, we recommend keeping the default barcode type of Code 39.
MyBiz uses the Employee ID as the Barcode number. If an employee doesn’t have an
Employee ID number (see Employee Detail), a barcode will not print out on the label.
Frint Stock I Label Adjustments I
ID Badges :
Barcode Tab [~ Prirt Barcode
Barcode Type | '?q",ﬂ Atking
2 prasenal e
 Code 128  EAN13 | TF with check i
10 IA74
' Code 39  EANE " Past Met
" Code 39 with check ITF  UPCA 4
G. Meil Direct Mail. Inc. gNﬂ]'

Print Stock
The Print Stock Tab allows you to select the label type. The G.Neil ID Badge type can
be requested through our sales team and is specifically designed to work with MyBiz

Time Clock and MyBiz Records.

D Badges Print Layoutl Barcode | Label Adiustmentsl

Stock Tab Fr i (@-EmPrLOVEE ]

% G.MNeilID Badge
i Avery 5390
i Ayerp 5395

™ Card Stack g'\kil

G. Meil Direct Mail. Inc.
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Label Adjustments

Printers are not created equally; some may print the labels too far to the right or left. The
Label Adjustments Tab allows you to move the labels to the left or right and up or
down, to accommodate quirky printers. Normally, you shouldn’t need to adjust the labels
to the right and left, or up and down, but it’s there in case you need it.

Feature Description

Left Offset When using the Left Offset, positive numbers will
offset the label to the right and negative numbers
will offset the label to the left.

Top Offset When using the Top Offset, positive numbers will

move the labels down, and negative numbers will
move the labels up.

Picture Offset

The Picture Offset allows you to stretch the picture
by using positive numbers and negative numbers will
squish the picture, if needed.

Save Label Adjustment

The Save Label Adjustments button allows you to
save your current settings.

La_l,loutl Barcodel Frint Stock :
ID Badges Label

Adjustments Tab Left Dffset:

Top Offset: IU ,I
Save Label Adjustments |

m Ficture Offset: m

=ML OYEE

=an Adkins

WP Reprasaniatin
fccauning
IR

3
G. Meil Direct Mail. Inc. gNﬂ]'

Table LiStINGS ..cccovuiiiiniiiiiiiiiiiiiiiitiiinetniitcnne et cssset e sssaesssasesssssessnas

Table Listings allows you to print  [ETSGa0es
user access rights (User Security), k3 ? o
Locations and Departments which Preview Print Prirter Setup Help Cloze

~ )

departments  are  assigned to [ Tafle

locations (Assigned Departments),
and Reason Code information.

i Azzigned Departments

¢ Locations " Reason Codes

™ Diepartments

Table Listings are mainly used by G.Neil Tech Support in assisting you with any issues
but can be useful when setting up. For example, if you want to see what departments are
assigned to locations, you can print a listing of Assigned Departments.
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Chapter 11:
Database Maintenance

This chapter discusses how to maintain the MyBiz database through backups and regular
maintenance. A Backup is essentially a “copy” of your employee records. Backing up

ensures that you can recover from a power failure or emergency. You may also install
MyBiz Time Clock on another computer (even as a demo) and restore from your

backup.
Chapter Contents:
BaCKiNG UP ..ottt 114
Creating a Manual Backup from Within MyBiz ..................... 115
Restoring from a Backup ......cccccceocieiiininnnnniciccccccccene 115
Performing Maintenance and Repairing the Database ........ 115
DB MaiNt ..o 115
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37 Lol U117 R

How often should you backup?

Every company is different regarding their backup needs. One thing to remember is, “it’s
not if your computer is going to crash, but when.” They have made great strides in
making computers more reliable, but that just makes the time longer before something
may happen to your computer.

The following pertains to any data on your computer and not just your MyBiz program.
Ask yourself this question, “If my computer were to crash right now, how long would it
take to re-create (reenter) all of my data without a backup?” Then ask yourself, “If I had
to restore from a backup, would I be okay with last week’s backup, where I have to
reenter a week’s worth of data? Would I be okay with restoring a backup from 3 days
ago?

When restoring your data, the information will only be as current as your last backup. So,
if you did a backup two weeks ago and had to restore this backup, you would need to
reenter the data that didn’t get backed up.

Back up after you make changes to your employee records.

It is recommended that you back up your database after making any significant changes
to records. For example, any time you enter several employees or input many changes to
absence information would be a good time to back up.

Rotate backups and store backup copies offsite.

A good backup routine is to have at least three sets of backups covering different days of
the week. This practice is called rotation and reduces your risk of data loss. It is also a
good practice to always keep one copy offsite in case of a fire or flood. Consult your
system administrator for your company policy regarding data storage.

A Restore is when you recover from a backup. There are three different uses for the
restore feature.

1. 'To overwrite the current data with archived data
2. To recover from a hardware crash

3. To move information onto a new computer

Please keep in mind that when you restore data, your information will only be as current
as the backup you are restoring from.

IMPORTANT NOTE

The backup file may only be saved to the PC where the database resides. The backup
creates a zipped file with an extension of .gbk.
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Creating a manual backup from within MyBiz

To perform a manual backup from within the MyBiz program, follow these steps:

1. From within MyBiz, go to File > Maintenance > Backup Database.
2. Navigate to where you want to backup to.

Restoring from a Backup

Remember, restoring a backup will overwrite all data in the current database. To restore,
follow these steps:

Go to the PC where the database files are located.

From within MyBiz go to File > Maintenance > Restore Database.
Click Browse and double-click the backup you wish to restore.
Click Start Restore.

RAEESER

The program will close down to refresh the database.

You may open the program to see your restored data.

Performing Maintenance and Repairing the Database ...........cocuevvvevvueennuecnnecnnncen.
The DB Maint utility allows you to perform maintenance and attempts to repair
corrupted databases.

DB Maintenance Utility

To run the DB Maint utility, go to Start > Programs > Gneil MyBiz > Maintenance
Rl > DB Maint.

The DB Maint utility allows you to perform the following;:
1. Perform periodic maintenance on the database to keep it at top performance.
2. Attempt to repair the database when corrupted.

Maintenance

We recommend that you periodically perform maintenance on the MyBiz database
(about once a month) by running the MyBiz maintenance utility called DB Maint. DB
Maint will perform some maintenance procedures on the MyBiz database to keep it
running at top speed.

CAUTION: The DB Maint should not be used as a replacement for a good backup
schedule. The database may become corrupted beyond repair that can be quickly

e recovered by a current backup. We strongly encourage running backups, even if the
Caution! database is on a PC that gets the whole drive backed up daily.
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DB Maint Screen

Status Window

Status of Errors

Progress Bars

Status Bat ————

Database Repair

If you can’t open the MyBiz program, we recommend running the DB Maint utility. It
will attempt to repair a corrupted database. If the utility does not repair the database,
please save screenshots of the error messages and contact G.Neil Tech Support.

Running the DB Maint Utility

Whether performing monthly maintenance or attempting to repair the database, you
would follow the same steps to run the DB Maint utility.

Go to Start > Programs > GNeil > Maintenance > DB Maint.
After clicking on DB Maint, click on Start to run the utility program.
After the utility finishes, click Close to exit.

Open the MyBiz program.

> =

NOTE: The DB Maint may take several minutes to run, especially on large databases.
Please be patient.

CAUTION: Running the DB Maint utility requires exclusive use; everyone must be out

of any MyBiz programs. Any changes made to system during the running of the DB
Maint utility will be lost.

ElDatabase Maintenance

1 [=1 E3
File  Help
“BSEMCECLASSES 3 Records ;I
ABSENCECODES 23 Records
ABSEMNCEIMAGES 23 Records
— |ACCIDENTS 0 Records
ACCRUEASSIGN 324 Records
ACCRUECUSTOM 59 Records
ACCRUELEVEL 26 Recods
ACCRUEPLANS 11 Recards
ADDRESSES 104 Records
ATCOMHOURSWORKED 2 Records
1 |

Errarg:

[The process will sst PERSONS SALUTATIONCODE to nul
far each record with mizzing CODES records.

_'lj
with missing CODES records for field SALUTATIONCODE ;I
J

Copyp | f‘:_a [Elose |

|Transtering data to new table | Transfering table ATCOMNOTES
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DB Maint Features
The DB Maint utility has the following features:

Features Description

Start Begins the maintenance or repair.

Cancel Stops the maintenance or repair process.

Print Prints the error message(s). The Print button will

not appear unless there are errors.

Copy Copies the error message(s) to the clipboard. This
will allow you to paste it into an email. The Copy
button will not appear unless there are errors.

Close Exits the DB Maint utility.

NOTE: The DB Maint utility will attempt to repair the database that the hrware.ini file
points to. (Go to Start > Run, and enter: hrware.ini. Locate [HRWARE] in brackets
and see the Server name and Path for the directory of the MyBiz database.)
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Chapter 12;
Importing and
Exporting Data

The MyBiz programs allow you to import and export basic employee data. MyBiz Time
Clock also allows you to export data from within the program.

Chapter Contents:

OVEIVIEW ..ttt ettt sttt sae st s sae e ene s 120
FEALUIES ..ottt 120
Required Fields ... 121
IMPOITING oot 121
EXPOItiNG oottt 122
Export Time Clock Data .......cocccevvecniicnnnccnniccnenccninecenns 123
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OVEIVICW ..cuureennrenrereeirenieesserssersssssssessssssssesssessssssssesssssssssssssssssssssessssssssssssessssssssssnses

Import Screen

The import function allows you to add new data from a text file into the MyBiz

program. Conversely, the export function allows you to export data from the MyBiz
program.

The software that you export your data from must be able to export the required
information to a Tab delimited or fixed length text file. See Appendix C for the required
import fields. Please note that we cannot provide support for other software program(s).
Please contact the software vendor or manufacturer for more information on how to
export data from your other software.

:;: Import Data

= ? H
Load File  Test Help Close
1 Impaort File 'Ii_}'ueg.k ?:p"':ates e
Irs ane
|C:\De&ktnp\E:¢pnrt.txt J W Last Name
v S5M
2 FieType [Tab Delimited ~] v Emp D
S Skip First Line Na I~ “Moel > [
First Prior Mext Last
L azthame | Firstname tiddleM ame: ~
b akovuski Deborah A,
091-44-9210  McCalla Tracy |
111110111 Adams Meil R.
151-44-3045 ‘woodward Krigties T
176-28-8931  Clifton K.elly L w
4 ¥
FEATUIES ..cenieiiiiiiiiiiiiiiiiiieicteetenictectaeeteescsencsasessesssnsesassssssssssesassssssssnsesassssnsssnssnne
Feature Description
Load File Loads the selected file into the data window.
Test This tab will not highlight until a file is loaded. This

checks for blank records and ensures that the
department and location names that are being
imported are already in the database.

Import This tab imports the file into the database.
Help This brings up the Help file pertaining to Importing.
Close This closes the Import screen and takes you back to

the main screen.
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Feature Description

Import File This allows you to enter the path or navigate to the
file you will be importing,.

File Type This allows you to select the file type.

a. Tab Delimited — We recommend exporting
or importing as this type of file.

b. Fixed Length — MyBiz may export or import
fields with a fixed length. See Appendix C on
the field lengths.

Skip First Line This will take out the first row, in case you have
headers.
Check Duplicates This allows you to check for duplicates against the

import file and the files already in the database.

Required Fields .........coouiinuiiiniinniinniiiiiiniiiiirinicnicnrcnrcnnecnne e cssscsneees

The following are required fields for importing:

Last Name

First Name

Location — name must be in the MyBiz database prior to importing
Department - name must be in the database prior to importing
Date of Hire

Full/Part Time

»  Active Status (Active, Inactive, or Terminated)

VVYVYVY

NOTE: Location and Department names must be created within the MyBiz program
BEFORE importing!

To import your information, follow these steps:

From within the program click File > Import.

1. Enter the path of the file or click on the J to navigate to it.

2. Select Tab Delimited or Fixed Length. This should correspond with the way the
import file was saved.

3. Select Skip First Line if you have title headings. Do not select Yes if you don’t
have title headings or you may lose the first line of data.

4. Click Load File to preview the file. At this point you should check that all column
headings match the fields that will be imported.
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Import (After Loading _|Lastname Firsthame MiddleM ame ~
File) ] b akoowski Ceborah A,
091 -44-3210  MeCalla Tracy |
111-11-011 | Adams Meil R.
151-44-3045 Woodward Kristies T
176-28-8931 | Clifton Kelly W, “
& »

Note the column titles above: SSN, Lastname, Firstname, and Middlename; check each
column to make sure the appropriate data is in the correct column. For example, the
SSN number should have an 11-digit number, plus two hyphens.

5. Select which fields to check for duplicates in the Check Duplicates box. Duplicates
will be checked during the Test File phase.

6. Click Test File. This checks for blank required fields, and in the case of Location
and Department, it checks to make sure that the name of the Location and
Department has already been set up within the program.

CAUTION: If duplicates are detected and you click on Import, these fields will be
imported into the program.

7. Once it passes the Test portion, you will be able to click on Import File.

EXPOItiNG ..occoviuiiiiiniiiiiiiiiniiiiniiteininecnnieeininecssseesssnesssssessssssesssssnssssssssssssssssssssses
The export feature is used to transfer basic employee information into a text file that
you can open in any word processor or spreadsheet application. Only the basic
information (see Field Layout in Appendix C) will be exported.

To export your information, follow these steps:

1. Click File > Export.

Select Tab Limited or Fixed Length for the Export File Type.

2
3. Enter a path and file name or keep the default name.
4. Click Export.

Your export file will be created as the file designated in the file block. You may rename
the file, but we recommend keeping the file extension of .txt. After exporting, you may
open the file from within any other spreadsheet or word processor program.

NOTE: Only the information in the Field Lavout (Appendix C) will be available for
exportt.
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Export Screen

Export Time Clock Data ...

Export Time Clock
Data Screen

:;: Export Data.

B 2 4

E=part HP:Ip E st

Expart File Type

" Fired Length

Expart File
C:\Documents and SettingshG NeiI_Z\Exj

& Time Clock Export
E=part Type
+ Single File " Relational Files

7 4
Export Help Cloze
Select Employees to Export Hire Ramge Filker

=h-Iv Al Locations & Departments ~ [ Hire Range:

v Denver Location From:

=t Fort Lauderdale Location To: ’—_|
=t Merchandizing Department = .
v Cliftan, Kelly Job Status Filter

v Handy, Ed [ Full Time v Part Time
v Karl. Matthew

[v McCalla, Tracy Employee Status FiItet.
IS kel -ld Claria MW botive [ Indchive

Expand Tree | Collapse Tree | [T Teminated

I Select Employee Data Fields to Export

Available Fields: Fields to Export [In Export Order):
DEPARTMEMNT La&STNAME

HIREDATE FIRSTHAME
LOCATION - SN 4
+

|

[~ Export Hours “Worked for the Period: | J To | J
-

I Export Time Clock Data I

The Time Clock Export feature allows you to export the following data:

>

YV V V V

Tast Name » Location

First Name » Department
Middle Name » Punch Hours
SSN » Punch Changes
Date of Birth
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Feature Description

Export Type Single File — Exports Employee Data and Hours
Worked to a single file. If Export Punch Changes is
selected, it will export to a separate file.

Relational File — Exports Employee Data and
Hours Worked to two separate files. If Export
Punch Changes is selected, it will export to another
separate file.

Export This allows you to export the data.

Select Employee to Export This allows you to select specific employees,
locations and /ot departments to expott.

Hire Range Filter This allows you to filter on a specific hire date range.

Job Status Filter This allows you to filter on full and part time.

Employee Status Filter This allows you to filter on Active, Inactive or

Terminated employees.
Select Employee Data Fields | Available Fields — This is the list of fields to

to Export choose from.
Fields to Export (In Export Order) — This is the
chosen field.

Export Time Clock Data Export Hours Worked for Period — This allows

you to select a date range for time card data for the
selected employee(s).

Export Punch Changes — This allows you to
export punch changes.

To export data, follow these steps:
1. From the File menu, select Export Time Clock Data.

2. Select the export type: Single File or Relational.
3. Expand the tree, if necessary, and select the employees to export.
4

Select the data fields to export by either double-clicking on the file, or selecting the
file and clicking on the arrow pointing to the right.

wn

If needed, select the Export Hours Worked option with a date range.

>

If Export Hours Worked is selected you can select to Export Punch Changes
option.
7. Click Export.
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Chapter 13:
Getting Help

This chapter shows you how to get help throughout the program and contact
information if you need to email or phone G.Neil Technical Support.

Chapter Contents:

OVEIVIEW ..ttt 126
Before Contacting Technical Support ... 127
Contact Technical SUPPOIt ... 127
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Overview ........

There are several ways to get help throughout the program.

Sample Database

A sample company (called a tutorial database) is provided so that you may view the
different screens with sample data already filled in. It is recommended that you use the
program with the tutorial database in order to get a feel for the program without having
to worry about altering live data. When you are in the tutorial database, no changes are

made to your live database. To open the tutorial database select Start, Programs,
G.Neil, Sample Database.

The Help Menu

From the Help menu, select Contents. A listing of help topics is displayed. Select the
Book that interests you (using a double-click) and then double-click the topic you wish to
display.

The F1 Key

Pressing the F1 key is another way to obtain help within the program. From most areas
of the program, pressing F1 will display the topic associated for that screen.

Searching for Help
You can search for Help two different ways using the Help File.

Method 1 — From the Help menu, select Search for Help on. The Help Topics Index
will appear. Select the Topic that interests you.

Method 2 — From the Help menu, select Contents. Click the Find Tab. If you have not
used this feature before, the Find Setup Wizard will walk you through setting up the
search index. Once the search index has been created, type in the Keywords you would
like to search for and the results will be displayed.

A list of typical errors or messages that were known at the time of publication are listed
in Appendix B - Troubleshooting.

For more complete information, please refer to one of the following:

» Readme.txt file located in the C:\Program Files\GNeil Software\ program
directory.

» Internet Site www.gneiltechsuppott.com
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Before Contacting Technical SUPPOrt .......ccucevuirieirieiniiiniiiniinecnecnecnaecaees
Please follow these guidelines before contacting Technical Support:

> Remember G.Neil does not support setting up netwotks or computer
configurations.

» If you are having problems with your computet, try rebooting first to see if that
corrects the issue.

» If you are getting an error message, please write down the whole message ot take a
screenshot of it. Pressing the PrintScrn button on your keyboard will copy the
screen to the clipboard; you may then open MS Word or Wordpad and paste it to
the document. From here you may print it out.

» If you are having problems with our program (getting etrror messages, program
locking up, other strange things happening), please write down the steps to recreate
the issue. This will speed things up when talking with a support representative.

» To get help in a timely mannet, check the manual (Troubleshooting section), help
files within the program, and our Web site at www.gneiltechsupport.com for
known issues, and help on using the program.

» If you do have to call, be near the PC and have the following available:

G.Neil Account Number
Program Name
Program Version Number (you may find this by going to Help > About from
within the program)
Full error message and steps to recreate, if possible.
Contacting Technical SUPPOIt .........coouiriiiriiiiiiiniintcntcnecece e

Technical Support for MyBiz Time Clock is available as follows:

Internet http://www.gneiltechsupport.com

E Mail Requests techsupport@gneil.com

Phone Requests (888) 925-7740 (8:30 AM to 6:00 PM, EST, M-F)

Fax Requests (954) 851-1214
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Appendix A:

Rounding Examples

Marks in minutes with decimal equivalent

The 6-minute rule rounds
up or down to the nearest
6-minute mark.

54 min = .9
6 minute mark = .1
12 3 min
48 min = .8 12 min = .2
6-Minute Rule 3
42 min =.7
6 18 min =.3
36 min = .6
30 min = .5 24 min = 4
P .
i
i
i
i
i
i
i
i
i
15-Minute Rule
45 min = .75 15 min = .25

The 15-minute rule rounds
up or down to the nearest
15-minute mark.

30 min = .5
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Decimal Conversion Table

Minutes
0166 | .0333 .05 .0666 | .0833 K 1166 | .1333 15 .1666
1833 2 2166 | .2333 25 2666 | .2833 3 3166 | .3333
.35 3666 | .3833 4 4166 | .4333 45 4666 | .4833 5
5166 | .5333 55 5666 | .5833 6 6166 | .6333 65 6666
6833 7 7166 | .7333 75 7666 | .7833 8 8166 | .8333
85 8666 | .8833 9 9166 | .9333 | .9166 | .9666 | .9833 1.0
Decimals

The above marks in gray designate minutes with the decimal equivalent below them. Semi-gray designate
minutes that are equally divisible by 60.

The formula for getting the decimal number is winutes divided by 60.

MyBiz Time Clock automatically converts the time entry from minutes to decimals. For example, if Joe had
worked 8 hrs and 30 minutes, MyBiz Time Clock would show this as 8.5 hrs. This makes it easier for payroll

purposes.
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Appendix B:
Troubleshooting

Here are the most common issues that you may experience when using MyBiz.

Unable to connect to Interbase Server
Getting SQL Parse Error: EOF in String Detected message when logging in
Unable to install on a Win NT or 2000 system

Moving database from one location to another

YV VYV VY

Installing MyBiz files to another dtive other than c:\

Unable to connect to Interbase Server
Users affected

MyBiz Attendance

MyBiz Records

MyBiz Time Clock

Issue
When launching one of the programs above the following message may be encountered:

"This program was unable to connect to your Interbase Server. This is likely due to the
fact that the default Interbase User Account has been change. Please provide a User
Name and Password with Administrative Privileges to Interbase."

Description
Users may encounter this issue for one of the following reasons:
If running from a Server:

1. If you're using an NT server and trying to install the database files to a drive other
than C:\, permissions to the database folder may be incortect.

2. If running from a Standalone Computer:
3. Interbase Guardian may be shut down

If running from a Client Workstation:
5.  Incorrect Server Name and/or Database Path
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6. Client needs to have TCP/IP installed
7. Server may be down
Possible Resolution

1. If running MyBiz from a Server and encountering the above issue, try each of these
solutions:

Check your permissions for the Database folder. Full Control access must be given to
System for the database folder. You may add to the Permissions by going through
Windows N'T Explorer and going to Properties by right-clicking the database folder.

2. Check to make sure Interbase Guardian (or Interbase Manager) is running.

On a Win 95/98 system there will be an icon in the system tray (next to the clock). The
icon graphic appears as a gray tower with a green flag. When you put your mouse over
the icon it will read, "Interbase Guardian". This icon will not appear on a Win N'T/2000
system. You may check to see if it is running on a Win 95/98/NT/2000 system by
clicking on Start, Settings, Control Panel and clicking on the Interbase Manager. If it is
not running click on Start (from within the Interbase Manager), then try to open the
MyBiz application again.

3. If encountering the message when running from a Client Workstation, try this:
Check the Server Name and Database Path by going to the Setrver, opening the MyBiz
application and clicking on Help, System Information and printing out this information
from the TechSupport Tab. (If you don't have the TechSupport Tab then you have an
eatlier version of MyBiz and will need to do a screenshot of the System Information
screen and Current Users screen and print them out.)

Once you have the Server information, go to the Client Workstation that you cannot
connect to the Server with. From the Workstation, click on Start, Run, and enter:
HRWARE.INI. Verify that the Server Name and Database path are the same.

NOTE: The printout of the Server Name and Database path you were asked to print or
write down when installing the Server side must be exactly the same when entering this
information on the Client Workstation(s)!

4. 'The Client needs to have TCP/IP installed.

This is done through the Network Neighborhood Properties. Please see your Network
Administrator if you need more assistance in setting this up.

If everything is the same on the Client as it is on the Server and you're still unable to
connect then try this:

If your Server has a static IP Address, try entering this for the Server name when
installing to the Client Workstation.
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5. If running from a Client Workstation and you went through the steps above and it
didn't fix the issue check with your MIS or Network Administrator regarding the
status of the Server.

Getting SQL Parse Error: EOF in String Detected

Issue: Getting an error message when logging in. Receive the following error message
when logging in: SQL Parse Error: EOF in String Detected

Description: This is caused when pressing the comma key ( ¢) and Enter key at the
same

Possible Resolution(s):
Avoid pressing the comma and Enter key at the same time.

Unable to install on a Win NT or 2000 system

Issue: Doesn’t finish installation

Description: This usually happens if you do not have full administrator rights on the
Win NT or 2000 computer.

Possible Resolution(s):
Make sure you have full administrator rights before installing.

Moving Database from One Location to Another
Issue:

Need to move your MyBiz database from one computer (or drive) to another.

Description:
You may need to move the MyBiz database because of receiving a new computer, new
operating system, or running out of disk space among other reasons.

Possible Resolution:

The easiest way to move the database is to make a backup of your current database,

install MyBiz on the new computer, and restore the database. Follow the detailed

instructions below:

1. From the current database backup your files from within the MyBiz program by
going to File > Maintenance > Backup Database. Put this file in a location where
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you can get to it from the new computer. For example, onto a shared network drive
or Zip Drive.

2. On the new computer, we recommend installing MyBiz using Custom as the Setup
Type and Server as the Install Type. This will put a blank database at that location.
Restore the database (from Step 1) from within the program by going to File >
Maintenance > Restore Database.

Please contact G.Neil Tech Support if you’re having problems installing or connecting to
the database. Note: G.Neil Tech Support cannot assist you with PC issues, but they may
be able to give suggestions to common issues.

Installing MyBiz Files to Another Drive Other than C:\

Issue:

Installing MyBiz files to another dtive other than the C:\ drive

Description:

Sometimes installing to the C:\ dtive is not feasible. It may not have much space left or
it’s not meant for database files.

Possible Resolution:

When installing MyBiz there are three different sets of files that get installed: Program
Files, Database Files and Database Engine Files (Interbase). When choosing Custom
Install, you may select the location for the Program and Database Files that get installed
at the same time. Interbase will automatically install to the c:\ dtive after you click on the
first Finish button. If this is okay, then you only need to follow Step 1 below and click
on Finish. Otherwise, if you also want to install Interbase to another drive, then follow
all of the below steps:

1. Run the installation of the selected MyBiz program (such as MyBiz Attendance,
Records or Time Clock. When going through the installation process, choose
Custom for the Installation Type. For the next two screens (Program Files and
Database Files Location), click Browse to choose where to install them.

2. Stop at the point where it says FINISH. Do not click on it. Leave the install window
open at this screen. Open Windows Explorer and go to the Windows Temp
directory.

3. From the Windows Temp directory locate (or do a search for) IBWin32setup.exe.

4. Double-click on this file to start the installation process. This will install the
database engine files (Interbase) and give you the ability to install these files to
another drive other than C:\.
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Appendix C:
Import / Export File
Format

You may import and export only the fields on the Field Layout page. There are two
different formats that you may use: Tab Delimited and Fixed Length.

For a Tab Delimited format you may use any program that allows you to save as Tab
Delimited. Excel and Access are two that will allow this. This is the easiest format.

When entering your information into a spreadsheet such as Excel, you will need to
follow the order of the field names according to the Field Layout page.

For example, the columns should have SSN first, then Last Name, First Name, etc. Also,
you will need to leave a blank column for any fields that you will leave blank. For
example, following the format on the Field Layout page, we create a Tab Delimited file
with the fields: SSN, Last Name, First Name, [blank column for Middle Initial field],
Location, Department, Date of Hire, Full/Part Time, [blank column for Title field],
[blank column for Employee Code field] and Active Status. All of the fields in bold are
required. We would still need to have a blank column for MI, Title and Employee Code
in the order of the fields.

For a Fixed Length format, you may use the DOS Editor or any other editor that shows
you the field length. The lengths of each field must correspond to the Length column
under the Field Layout page. We recommend using the Tab Delimited format.
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The following is the field layout for importing text files into MyBiz. Fields shown in
bold type are required and all import text files must include them.

Field Field Name Length Format
e (if fixed
length

Layout ot
Social Security Number 11 123-45-6789
Last Name 20 up to 21 characters
First Name 20 up to 21 characters
Middle Initial 20 up to 20 characters
Location 50 up to 25 characters or numbers
Department 50 up to 25 characters or numbers
Date Of Hire 10 MM/DD/YYYY (slashes required)
Full/Part-Time 10 Full-Time or Part-Time (only)
Title 30 up to 30 characters or numbers
Employee Code 14 up to 14 characters or numbers
Active Status A,I, T 10 Active or Inactive or Terminated (only)

If you have MyBiz Records installed, your text file can also include the following fields:

Date of Birth 10 MM/DD/YYYY (slashes required)

Address 1 30 up to 30 characters or numbers

Address 2 30 up to 30 characters or numbers

Home Phone 30 800-123-4567 (dashes required)

City 30 up to 20 characters or numbers

State (2 character) 2 2 characters, i.e., FL.

Zip Code 15 33325-1234 (-1234 can be omitted)

Salutation 5 Mr. — Ms. — Mrs. — Dr. (only)

Employee Security Level 16 up to 16 characters or numbers

Security Clearance Date 10 MM/DD/YYYY (slashes required)

Race 25 Must match a valid race on the detail tab.

EEO Category 25 Must match a valid category on the detail tab.

Sex M/F 1 M ot F only

Driver’s License Number 15 up to 15 characters or numbers

19 Renewal Date 10 MM/DD/YYYY (slashes required)

Veteran Status 25 Disabled - Vietnam Era - Other Veteran —
Not Applicable (only)

Office Phone & Ext. 30 800-123-4567 Ext. 123

Fax 30 800-123-4567

E-mail address 30 up to 30 characters or numbers

Address Effective Date 10 MM/DD/YYYY (slashes required)
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Appendix D:

Standard Time Vs
Military Time

The following chart is for reference.

Standard Time Military Time
12 pm 1200 hrs
12:30 pm 1230 hrs
1 pm 1300 hrs
2 pm 1400 hrs
3 pm 1500 hrs
4 pm 1600 hrs
5 pm 1700 hrs
6 pm 1800 hrs
7 pm 1900 hrs
8 pm 2000 hrs
9 pm 2100 hrs
10 pm 2200 hrs
11 pm 2300 hrs
12 am 2400 hrs
1 am 0100 hrs
2 am 0200 hrs
3 am 0300 hrs
4 am 0400 hrs
5 am 0500 hrs
6 am 0600 hrs
7 am 0700 hrs
8 am 0800 hrs
9 am 0900 hrs
10 am 1000 hrs
11 am 1100 hrs
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Appendix E:
Time Clock Remote
Terminal Quick Start

Overview

This is a QUICK START document for use with the Time Clock Remote Ethernet
Terminal. It will help the first time user get a terminal installed and communicating
rapidly. It is strongly recommended that this documentation is reviewed BEFORE
installation of the terminal is attempted.

It is assumed that the user has a host computer with the TCP/IP netwotrk protocol
installed and the computer is connected to the Ethernet network. It is also assumed that
the installer is familiar with network fundamentals such as IP address and port number.
The MyBiz Time Clock Remote program is required to remotely configure and test the
terminal over the network.

Time Clock Remote Configuration

The terminal must be configured with a valid IP address BEFORE it can be installed on
the network. Initially this process is accomplished using the keypad & display. Once it is
configured properly and installed on the network, it can be reconfigured over the
network using the MyBiz Time Clock Remote program.

1. Attach the power adapter to the terminal and plug the adapter into a power
receptacle. (See picture below.)

2. The terminal should “beep” three (3) times and then display the “Offline” message.

3. Hold down the “S1” & “S2” keys and then press the “IN” key to enter the
configuration mode. A menu will be display, press the “2” key to modify the
configuration parameters.

4. The default IP address will be displayed. In most cases the default IP address
(192.168.168.50) will have to be changed. Use the keypad to modify the IP address
value and press the “Enter” key.

5. The default network mask will be displayed next. Change this if you have a network
mask and press the “Entet” key.

6. The other setup parameters are presented one at a time on the terminal display.
Press “Enter” until you get to MODE. Change the Mode parameter to 2. The
default values for the others should be valid for most applications and can be
accepted by simply pressing the “Enter” key.
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7. When all of the setup parameters have been entered, the terminal will return to the
configuration menu. Press the “Enter” key to exit the configuration mode. The
“Offline” message will be displayed.

8. At this point the terminal can be powered down and is ready for installation.

Installation

Once the Time Clock Remote has been configured, it can be installed on the network.

1. Connect the terminal (RJ-45) to a 10/100BaseT Ethernet hub (or switch) with a
standard Ethernet cable.

2. When power is applied one of the network status LED indicators should light.

3. Start the Time Clock Remote program on the host Windows PC computer and
login by going to File > User Login.

4. Click File > New Terminal to create a new terminal connection. The Terminal
Name is what will display under Help > System Information on any MyBiz
program. Select the Time Clock Remote (or the appropriate Terminal Type) and
enter the IP address and the Port Number (default is 1070).

5. Select Connect at Startup and press Connect. The Time Clock Remote program will
display Connected and the Terminal will respond with the date and time. This
indicates the Terminal is communicating over the network and is ready to accept
commands.

6. Data can be entered on the Time Clock Remote keypad by pressing the numeric
keys and then pressing the “Enter” key. The entered message will appear on the
telnet client screen.

7. If the Time Clock Remote is equipped with a card reader (mag-stripe) the decoded

output can be displayed.

Optional digital I/O functions can also be tested using the RELAY, INPUTS, and
COUNTER commands.
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Appendix F:
Using the

Notes/Comments Editor

and Attachments

MyBiz Time Clock Version 2 includes new, powerful word processing features for all
comments and notes fields, as well the ability to attach objects and documents within
these fields. When documenting employee absences, you may find it useful to attach

»  Copies of e-mails

» Word or Excel attachments that you’ve used for tardies, warnings and
) > g

specific sections of reviews

» MyBiz Forms personnel forms for vacation trequests, FMLA requests and

company responses, warnings and counseling reports

Right-Click Menu Commands

Right-click on any notes or comments field — the menu shown
at right will pop up with the following options:

Edit — Opens the full text editor

Cut — Copies to the clipboard and deletes the currently selected
text

Copy — Copies the curtently selected text to the clipboard

Paste — Pastes the currently selected text into the comments or
text field

Font — Brings up a standard font edit window, with settings for
font, style, size, effects and color

Bullet Style — Toggles bullets for selected paragraphs on and
off

Paragraph — Brings up a standard paragraph settings window
for alignment style, indentation, and line spacing

Tabs — Lets you set tab stops for selected paragraphs
Find — Seatches for the text you enter
Replace — Searches and replaces text according to your settings

Edit

Fank
Bullet Skyvle
Paragraph
Tabs

Find
Replace

Insert Ohject, .,

Check Spelling

Insert Object ... — Opens the Insert Object window and lets you select either a type of
new object to insert into the notes / comments field or attach an existing file

Check Spelling — Launches the Microsoft® Word spellchecker
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Using the Rich Text Editor

When you right-click and select Edit, the text editor opens in a separate window, giving
you access to all Right-Click Menu commands in a word-processor-like environment.
Here’s a brief overview:

[8] Edit Rich Text
File Edit View Insert Format Tools
D& #4 v & B -
[MS Sans Serl ~s - BrUup 5= =4
R R RO ] 5 B
Toolbar
D New Creates a new document.
% Print Prints document.
3% Find Finds specified text.
v g SpellCheck | Checks spelling. Requires MS Word installed.
c"!'o Cut Cuts selection and puts it on the clipboard.
Copy Copies selection to clipboard.
g Paste Pastes selection from clipboard.
T Undo Reverses the last action.
u Redo Reverses the last Undo action.
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Format Bar

|MS Sans Serf ﬂ Font Type Changes the font selection.
g - | Font Size Changes the font size.
B 7 1 Bold, Italic, Changes the font to Bold, Italic or
= Underline Underline.
A@ Font Color Changes the font color.
= = Left, Center, Changes the text to Left, Center, or
e Right Right Alignment.
Alignment
= Bullet Inserts Bullet.
- Highlight Highlights selected text.

Adding Attachments to Comments or Notes

Each Comment or Note field allows you to insert an attachment to that field.
Attachments can be a Microsoft® Word Document, Microsoft® Excel spreadsheet, PDF,
Rich Text Format, or even a picture file. Attachments may be linked to a file, displayed
as an icon or inserted into the field.

Inserting an Attachment

To insert an attachment, follow these steps:

Locate the Comment or Note field you want to insert an attachment into.
Right click on this field and select Insert Object.

Select Create from File.

Click Browse to navigate to the file you want to attach and click Open.
Select Display as Icon.

A o

Click Change Icon and change the Label, if necessary, to make the name more
descriptive.

7. Click OK, then OK one mote time.

Insert Object Options
Create New

Selecting Create New allows you to insert a new object that you want to create from
scratch. For example, selecting Create New and clicking on Microsoft® Word Document
for the Object Type and then clicking OK will bring up a blank Word Document for you
to enter text. When you close out of the Word Document it will appear in the Comments
field. Double-clicking on the Word Document object will bring up Microsoft® Word so
that you may again edit the document.
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If the Display As Icon option is checked, then the Word Document (or object type) will
appear as an icon in the Comments field.

Create from File

Selecting Create from File will allow you to insert an existing object type, such as a
Microsoft® Word document, PDF file or Excel spreadsheet. Normally, this will be the
option you will use for every day use.

If you do not select the Link or Display as Icon option, then the object type will be
inserted into the Comments field. In other words, you will see the text as you would see
the text on a Word Document within the Comments field. Double-clicking on this text
in the Comments block will bring up Microsoft® Word so that you may edit the
document.

We recommend selecting the Display as Icon option when inserting an object. This
inserts the object type within the Comments field; however, it shows as an icon. When
you double-click on the icon, it brings up the object within the program that created it.

The Link and Display as Icon options will perform the following, depending on your
selections:

Selected
Link Display As | Results
Icon

Inserts the contents of the file as an object into
your document so that you may activate it using
the program which created it.

X Inserts a picture of the file contents into your
document. The picture will be linked to the file
so that changes to the file will be reflected in
your document.

X Inserts the contents of the file as an object into
your document so that you may activate it using
the program that created it. It will be displayed as
an icon.

X X Inserts a shortcut that represents the file. The
shortcut will be linked to the file so that changes
to the file will be reflected in your document.
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