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SOFTWARE LICENSE AGREEMENT

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 attendance records to be sold or distributed
outside of your company.

Purchasers who have paid for a license may currently run and use the SOFTWARE PRODUCT for the number of licenses purchased. For
additional users, additional license purchases are required. In general, the database allows only the number of users licensed access to the
common database at one Location (business site). A wide-area network (WAN) license is required for multiple business sites (locations).

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 SLA, 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 PROHIBITHED AND MAY VIOLATE
COPYRIGHT LAW.

HReWare, Attendance Controller and Confidential Employee Record are trademarks of G.Neil Corporation. 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, FI. 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 Optima 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 Optima Attendance Controller, 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 YV 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 Optima programs simplifies data entry

Chapter Contents:

Unlocking the Demo ... 10
System Requirements ... 10
Network Requirements ..., 10
Magnetic Stripe Card Reader Specifications ..........ccovecuene 11
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Unlocking the Demo ......ccuuiveeirieiiiiiniiiniiinieiniecnecnecsecsseessecssessssessssessseses
If you have already installed the demo of Optima Time Clock, you can unlock it by
following the steps listed here.

1. Run Optima 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).
You'll find this on the inside of the Optima CD sleeve.

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
Minimum Requirements

Windows 98 (SE) or later

Pentium 266MHz or faster processor

64 MB available RAM (Random Access Memory)

30 MB available hard disk space*

Access to a CD-ROM drive

SVGA monitor with 800 x 600, 16-bit color depth or higher

Database size dependent on amount of data.

VVYVVY

*

Recommended Requirements

Pentium IIT or higher processor

128 MB available RAM (Random Access Memoty)

30 MB available hard disk space*

CD-ROM drive

SVGA monitor with 1024 x 768, High Color or higher
Windows compatible, graphics-quality printer

VVYVYVVYVYY

Database must reside on a Windows-based operating system

*x

Database size dependent on amount of data.

Network ReqUIrements ..........cooueiviueiiiiuiinineiinnniinnneineeecseecseeessseessssesens
» Windows-based Server or PC — The included Interbase database is not compatible
with a non-Windows-based operating system, such as Novell. However, you may
run the database on a Windows-based server or PC connected to a non-Windows
based network.

» A static (persistent) IP address so that the database will be always connected to
the client application

ooao mN ________ Chi: Welcome _______JI onOonO 10
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» Proper user license — The database will only allow the putchased number of users
to be connected at any one time to the database. Wide-Area Networks (WAN)
requite a WAN license based on the number of geographic locations. The Product
Key is affixed to the inside cover of the CD sleeve.
» CD-ROM drive or access to our software product download area on
www.gneiltechsupport.com.
Magnetic Stripe Card Specifications .........ccooveevvuervruiiniuirnsuiinneinncnnecniecnsecsseesnees
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.
» Cards must be pre-encoded (on one track only) with up to 24 alphanumeric
characters on track 1, 2 or 3, with a single carriage return at the end.
» Contact G.Neil at (800) 999-9111 to otder card readers and ID Badge Kits. If you

have a technical question, please contact G.Neil Tech Support at (888) 925-7740.
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Chapter 2:

Time Clock

computer and answers frequently asked questions about installing.

Chapter Contents:

OVEIVIEW ..ttt 14
License OPLioNS ...ttt 14
Frequently Asked QUESHIONS ..o, 14
Installing From the CD Menu ... 16
SEtUP TYPES oottt 16
Network Installation INStruCtions ........cceeeeececcreceenenenennnnne 17
Standalone Computer Installation Instructions ...........cc....... 18
Quick Note About Peer-to-Peer Installations .........ccccceeeuennn. 19
Upgrading from previous VErsions ..........ccccccveeevecreceenenenennnnes 19
Remote Terminals ... 19
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This chapter explains how to install Optima Time Clock to a Network or Standalone
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Overview .........

License Options

oOoo oOoo HR+Ware Optima Time Clock™

Optima Time Clock can be installed on a single standalone workstation or a network for
database sharing among several users, depending on your needs.

Regardless of which license you purchased, you may install the database to a network
directory for the purpose of backup. Please consult your network administrator before
installing to a network directory.

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.

» Five Users — Five applications of the Time Station and five applications of the
Time Clock Admin can run at the same time when connected to a single, common
database.

» Ten Users — Ten applications of the Time Station and ten applications of the Time
Clock Admin can run at the same time when connected to a single, common
database.

» Unlimited User License — Any number of users can run either the Time Station
and/or Time Clock Admin application at the same time when connected to a single,
common database.

» Wide-Area Network (WAN) License — This is an unlimited mult-site license
based on the number of geographic locations where application clients are
connecting to a single, common database.

IMPORTANT NOTE ON UPGRADING
If you ate upgrading from a previous version of Attendance Controller or Confidential

Employee Record, please read the section on Upgrading BEFORE installing Optima
Time Clock.

Frequently Asked QUESHIONS ......ccueevueiiuiinniinniiniiinieinieinecnecnecresnessnesssnees

ooOoo

Q: Can I map the drive to the database as I did in Version 6 of your other
software?

A: No. There is no mapping involved. If the database is on a network drive, the Client
Wotkstation communicates to the Setver through TCP/IP. When you enter the path for
the Server, it must be “as seen” from the Server. (For example, if the Server Name is
Server 1 and the Optima Database Path on the Server is:

c:\program files\gneil optima\hrwatre\hrware.gdb

then this is what will be entered (EXACTLY) when installing to a Client Workstation.

mN ______ Ch2: Installing ________JI oOood L]
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Q: What do I need to know before installing to a network drive?

A: Installing the database to the network and the program files to a Client Workstation(s)
is a two-step process. You'll need to install onto the Server (must be physically at the
Server), and then to the Client Workstation(s). Keep these things in mind:

1. No drive mapping is involved.
2. 'TCP/IP must be installed at the Client and Server if database is on the Server.

3. When installing to the Server, you will be prompted to write down or print out the
Server name and database path. Make sure you write these down EXACTLY as
shown. You cannot install to the Server from the Client. When installing to the
Client and when prompted for the Server name and database path, enter these in
EXACTLY as shown from the Server instal. NO DRIVE MAPPING IS
NEEDED.

4. After installing check to make sure you can run the program from the Server. If
you’re having problems connecting to the database, check to make sure you have
System — Full Control on the Optima folder.

Q: What is the difference between the Time Station and the Time Clock Admin?

A: The Time Station is where youtr employees clock in/out from and is usually installed
on a computer(s) 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: What type of install (Standalone, Server, or Client) should I perform?

A: We recommend putting the database on the Server and the program on a Client
Workstation. A Server has a less likely chance of locking up or crashing and allows the
database to remain stable. A Client-Server installation requires 1) installing to a Server,
and then 2) installing the Client(s).

Q: There isn’t room on the C:\ drive on the Server. Can I install the database

files and Interbase files to another drive other than c:\?

A: Yes. Follow these steps:

1. When installing Optima to the Server, install the program and database files first.
Select Custom after the Setup type and click Next. This will give you the choice of
where to install the program and database files.

2. After you click on Finish, it will prompt you to install Interbase, the database engine.
Click Cancel to quit the installation process at this point.

3. Using Windows Explorer, navigate on the Optima CD to the BIN\Interbase6
folder and run the IBWIN32Setup.exe file. This will allow you to install Interbase
to a physical drive.

|

NOTE: The Optima files need to reside on a physical drive, not a mapped drive.
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Installing from the CD Menu .........couuivieinieinieinneinnecneinecnecnecsaeesaeessesssseees

To begin installing Optima follow these steps:

1. Close ALL running programs.

2. Insert the Optima CD-ROM into the appropriate drive of your computer.

3. The menu will appear. Select which product you want to install. (If the installation
menu does not appear, click Start, Run. The Run dialog will appear. In the dialog
box type D:\setup. exe where D: is the letter of your CD-ROM drive. Click OK ot
press Enter. )

4. Once the installation procedure begins, follow the on-screen instructions to install
the software. See Setup Types below for more information. It is recommended that
you accept the default setting for each step of the install process. If you are installing
the software in a network environment (Client-Server Installation), you should
consult your network administrator prior to installation. You must have proper
network rights in Windows 2000, NT and XP in order to install Optima software.

5. When installation is complete, the G.Neil program group will be added to your Start
menu and an Optima Time Clock icon will be on your desktop.

SETUP TYPES ceurriiiiiiiiiiiiiiiiiininiininiinnninnnnnnnnnnnnssssssssssssssssssssssssssssssssssssssssssssssssssssssnes

» STANDALONE: Use this option if you are installing to a standalone computer.
This will install the application files (Time Clock Admin and Time Station) and
database files to your local drive.

» SERVER: This is the first of two steps in the Client-Setver Installation, either for
true client-server configurations or peer-to-peer network that may be using a
wotkstation PC for the database. Choose this option to install the database and
application files (Time Clock Admin and Time Station) on the Server and before
installing the Client application to PC workstations.

» CLIENT: This is the second step in the Client-Server installation. This will install
the application files (Time Clock Admin and Time Station) and ask for the Server
Name and Database Path.

After clicking on a Setup Type, you will have the following options:

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

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

NOTE: A Client-Server Installation is recommended. The database is more secute
than if you install it on a Standalone computer, especially when installing Optima Time
Clock. When running Optima Time Clock on a Standalone computer, you run the risk of
someone changing the clock settings and creating false time card entries. With a Client-
Server Installation, the database and time atre pulled from the server, not from the client
workstation.

ooao mN ______ Ch2: Installing ________JI onOonO 16
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Network Installation — (CHENt-SEIVE) ....ccoueeeereeeeeiiiieirerrerrrneeerceeeeeeeessssssssssssesseeees
Installing a Client-Server setup is a two-step process. You will need to install to the
Setver first and then to the Workstation(s).

To install to a network requires these items:

» Windows-based Server or PC — The included Interbase database is not compatible
with a non-Windows-based operating system, such as Novell. However, you may
run the database on a Windows-based setver or PC connected to a Non-Windows
based network.

» A static (persistent) IP address so that the database will be always connected to
the client application.

» Proper user license — The database will only allow the putchased number of users
to be connected at any one time to the database. Wide-Area Networks (WAN)
require a WAN license based on the number of geographic locations. The Product
Key is affixed to the inside cover of the CD sleeve.

> CD-ROM drive or access to our software product download area on
www.gneiltechsupport.com.

NOTE: G.Neil cannot provide technical assistance with setting up ot maintaining your
computer network. Please consult your computer manufacturer or network administrator
before contacting G.Neil Tech Support.

Server Installation Instructions

Install to the Server first by following these instructions:

1. Insert the Optima CD on the Server. (Follow the CD Menu Instructions above.)
2. At the Setup Type, sclect Server. Click Next.

3. Select Express. Click Next.
4

IMPORTANT STEP!: Write down the Server Name and Database Path
EXACTLY as they appear on the screen.

4

Click “I have written this information down.” Click Close.

>

Click Next at the Current Settings screen. This will install the program files to the
Server.

7. Click Finish. This will start the installation of the database files.
8.  Click Next, then the I Agree button if you agree to the license.
9.  After the installation, click Finish.

10. Follow the installation instructions for the Client Workstation.

NOTE: You only have to run the Server installation once. Then you may install
multiple Clients for the Optima Version of Attendance Controller, Confidential
Employee Record, or Time Clock, if purchased, or to run as a demo.
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Client Workstation Installation Instructions
Install to the Client Workstation by following these instructions.

1.

A e B

Insert the Optima CD on the Client Workstation. (Follow the CD Menu
Instructions above.)

Select Client as the Setup type.
Select Express, then click Next.

Enter the Server Name and Database Path exactly as you wrote down from Step 4
of the Server Installation. Then Click Next.

Click Next at the Current Settings screen. This will install the program files to the
Server.

Click Finish. This will start the installation of the needed files to run the database.
Click Next, then the I Agree button if you agree to the license.
After the installation, click Finish.

Install the Client for any other Optima versions. (You do not have to install to the
Server again.) You may also install to other Workstations, if needed.

. Double-click on the desktop application shortcut; the default Login and Password

are ADMIN.

Standalone Computer Installation InStructions ..........cccccceevvvuiivineiriieiininneciineecnnnne
Installing to a Standalone Computer requires these items:

>

>
>

Product Key - Printed on the inside cover of the manual that came with your
purchase.

The Optima Version CD-ROM or Program Update from our web site.

A Computer running a Windows-based operating system.

Installing to a Standalone Computer is quick and easy. Follow these steps:

1.

e A Al o

ooOoo

Insert the Optima CD on Standalone Computer. (Follow the CD Menu Instructions
above.)

Select Standalone as the Setup Type.

Click on Express, then click Next.

Click Next at the Current Settings screen. This will install the program files.
Click Finish. This will start the installation of the database files.

Click Next, then the I Agree button if you agree to the license.

After the installation, click Finish.

Double-click on the desktop application shortcut; the default Login and Password
are ADMIN.
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IMPORTANT NOTE FOR VERSION 6 AND EARLIER USERS

Optima Time Clock does not share the same database with Version 6 or eatlier of
Attendance Controller and Confidential Employee Record. You will need the Optima
Version to shate the database among the three separate programs. For this reason, you
should also upgrade Confidential Employee Record to the Optima Version at the same
time as Attendance Controller; otherwise, you may create multiple non-synchronized
databases.

Quick Note About Peer-to-Peer Installations ...........ccceeeeieieiiiiiinrneeeiiieeciiinnnnneeeenens
A peer-to-peer connection allows you to share information between two computers
without the need of a formal client-server connection. The peer-to-peer connection
must be in place before following these instructions. See your Network
Administrator for more details on setting up this type of connection.

On the host computer (the one on which you wish the database to reside), follow the
instructions above for a Server installation. Write down the Server Name and Database
Path when prompted. Note: The Server installation will install both the software client
application and database files to the host computer. Then install the application Client on
the other computer that will be sharing the information, entering the Server Name and
Database Path when prompted.

Upgrading from previous VEISIONS ..........coveerveennecnnecnnecnnecnneennecsnneesssesssesssseees
Upgrading from Version 7 to Version 8

If you’re upgrading from Version 7 to Version 8, no conversion is required. Opening
Optima for the first time will update the database to Version 8. The Optima program
must have exclusive use of the database to perform the update. Because all Optima
programs share the same database, you must upgrade all programs from Version 7 to
Version 8 at once.

Version 3 and Below

If you’re upgrading from Version 3 or below, you will need to upgrade to Version 6, if
not already installed, and then convert the data to Version 7 before upgrading to Version
8. Version 6 and 7 are on the Optima CD under the BIN\Legacy directory. Please
contact our Technical Support Department (see Chapter 14, Contacting Technical
Support) if you have any questions.

NOTE: When running the Version 6 DB Repair, it may display information ot etror
messages; click OK to continue through this process.

REMOLE TEIMUNAIS ...eeeeeeeeeiieiiieeeeetcceeeeeeeeeeeereeeeeseeeeeeeessssssssssssssessessssssssssssnnsenses
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
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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 Server where the database resides. The
remote terminal has a live connection to the Server, so if the Server goes down,
employees will not be able to clock in or out until the Server connection is restored.

Setting Up a Remote Terminal

To set up a remote terminal you will need the following:

»  One or more Time Clock Remote hardware clocking stations
G.Neil Remote Terminal Program

Optima Time Clock Program

Static IP Address

YV V V

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 each remote
terminal you plan to implement. NOTE: G.Neil Tech Support cannot assist in
setting this up.

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

Time Clock Ethernet Terminal

Time Clock Ethernet Terminals are small, low cost data collection devices that
communicate with Optima Time Clock over a TCP/IP network. The network interface
supports both 10BaseT and 100BaseT Ethernet connections. The operator interface
consists of an LCD display and membrane switch keypad with additional operator input
options for barcode, mag-stripe, and auxiliary RS-232 serial port.
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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 ET214 terminal has two (2) emulation modes, the “Virtual Terminal Command”
(VTC) 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

The Time Clock Remote terminal connects to a2 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 auxilliary RS-232 serial port for connection of a
serial input device.

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 available as an
option for low light installations.
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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” & “82”) 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 answering
program questions.

Default Alpha/Numeric Mode

[top right character] F17ctjon Key{
A B |cC 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 A% N4 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 "S2" 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
Pressing Bottom Row Enters the bottom character. For example, pressing “7”
Character enters the number “7” on the keypad.

S1 & [top left character] Enters the top left character. For example, pressing “S1”
& “A” enters the letter “A” on the keypad.

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

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

through the TC Remote program
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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 Optima 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 Optima Time Clock.

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.
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Name

Default Value

Description

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 value 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.

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

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

1 = VTC Mode (default)

2 = ANSI Mode (Optima setting)

MYMAC

0050C2163007

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

chapters.

Chapter Contents:

Before You Begin ...
Starting Optima Time Clock ...
Opening the Management Screen ..........ccoovvvccccccccecncne.
Checklist ...
Changing the Admin Password ...,
Creating Locations & Departments..........ccccovveinvicniiccnnnnenns
Setting Up Global Preferences ........cccccoeevvevnnninicicccccncnee
Setting Up Reason Codes ...,
WOTrk SChedUIES ...
Adding EMPIOYEEs ...
Assigning Time Clock ACCESS ...t
Creating Time Clock Messages ...,
Setting Up Reminders ...

Dealing with Time Zone Differences ........cccocvvviiiiiiiccccnnee
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Before YOU BeGiN......uuiiuuiiiiiiieiniiiniiinieiniecniecnecnneesaecssecssessssessssessssessssesssseses
You should have the following information available:

Menu bar —

Program Bar

» 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 Optima Time Clock.

Navigating the Management Windows

Optima Time Clock is now easier to navigate than ever before. Even better, if you have
other Optima software installed, such as Optima Confidential Employee Record and
Attendance Controller, you have access to all programs and features from one

convenient intetface.

The main parts of the Optima 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
Column

m Optima Tine Clock
File Wiew Settpgs Reports  Help

Time Clock Employee Select

8 Employee Detal Browse | TreeWiew
B 100w Boad Search by Last Name
O Reminders

& Feoots

@ Time Clook Access

[ Adams

[~ Austin

[l Ciifton

[ Dawson
™ Handy
I~ Karl

™ Makowski
[ McCalla
[ McDonald
™ Opel

™ Osbam

@ Tine Card Runs

Recent Features I~ Peck

Pane

Status bar

ooOoo

[™ Richards
I~ woodwerd

H 4 > #

Neil
Eilly

Eelly

Hatthew
Deborah
Tracy
Chrig
Stephen
Wanda
Cathy
Robert
Kristies

Sorted by |

z ~
e Time Clork Erties Last Name First Mame

v
b

Employee Kelly W Clifton

Selected Feature
Pane

Employee Detail

b ] B 7
Hew Delete  Primt  Forms  Help
Salutstion:  First Name Middle Mame: Last Hame
M | [kely Iw. |Cliton
S5H o Hire Date wiark Status
[176-28-8931 [oo0024 [MA51530  ~| [FulTime — +|
Emplayment Status Hide: Ficture:
Jab Tite:
[Sales Conrdinator
Logation
[Fort Lauderdale ~|
Department
[Merchandising ~|
Day Howrs: ‘Week Hours:
[ 800 40.00 Edit Ficture
Comments

This data s for sample purposes only. Please leel fres o insert your own message: here
Comments can be used to record simple notes on any individual employee. Click Help,
ahd then Contents ta see more information about this pragram.

Hire Date 01/15/1990 Active
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Menu Bar
The menu bar includes the following options:
Menu Description
Maintenance - Backup Database — Backs up the Optima database.
File 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
record.

Filter Page — This option allows you to filter by Active, Inactive,
View 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.

User Security — This screen allows you to set up user access.
Settings Global Preferences — This feature allows you to set up settings that
affect features within the program.

Guest Users — This option is for users who want to set up access to
the database using a third party tool, such as Crystal Reports.

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). You may also customize a report to fit
most needs through Custom Reports.
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Menu Description
Contents — This brings up the Help File for Optima Time Clock.
Help Note: 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 information. This screen is shared between Optima
Attendance Controller, Confidential Employee Record and
Time Clock.

Employee Detail

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.

Time Clock Time Clock Access allows you to set up employee access to

Access clock in/out. You may give employee access to create, edit
and/or delete their own time entries.

Time Clock Time Clock Entries allow you to maintain employee time

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 . Launch
| Print Report
| | |

H**HE}JKﬂ ?

First Prior  Mext La=t Mew Edit Spve  Cancel Ds‘le‘te Print Forms  Help

Create New Save Changes Delete Record Feature
Help
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Starting Optima Time ClOcK .......coouirveivveiniiiniiiniineiieiecncceesecsseeseseesnees
Optima Time Clock consists of two applications: the main application - Optima 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 Optima
Time Station, where your employees clock in and out.

NOTE: Separating the Admin and Time Station applications is new to Version 8. In the
previous version of Time Clock you had to go through the clock in/out screen to log
into the Admin application.

To start the Time Station, click Start > Programs > GNeil > Optima Time Station or
double-click the program icon on the computer 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 TC Remote

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

Time Station

:] Optima Time Station

Wh A ]_1 d My Time Clock  Help
en installed on a
SCfVCf, for SCCU.fity by Time Clock F12| In0OutBoard El Help
purposes, the date and - ] Monday 7/5/2004
time is pulled from the &
Server, and not from the =
Wortkstation. &
= 8:42:27 AM
i < n n
Clock- in and -out using
the keyboard at the o .
employee’s desk or by J Employee Login Password
magnetic stripe card || |
reader.
[F5] Clock In ‘ [F8]Clock Out
ENeil
iZard 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 Optima Time Clock (full program) installed on
the same computer where user can clock in / out, 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 > Optima 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 appeat the next time you start Optima Time Clock,
click Don’t show this message again in the bottom left. To show this message at
startup from within Optima 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 Optima 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.

Optima Time Clock Checklist ..........ccooeivvnuiiniiuiininiiininiininiiinieinieciinecnnnecennne
For first time users, the Optima 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 Optima 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 Optima 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 Optima. 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. From within Optima, go to Settings > User Security.

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

3. Click Save.

The next time you log in, you may use the new password.
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Save As — allows you Detail, Attendance, Records and Time
to copy access rights Clock — set access to specific program
from one user to features.
User Security another.
Screen

0] Security Maintenance

First
Search For - allows m Detal  Attendance | Hecurdsl Time Clock Lucaliun!Deparlmanl]
searches by user Loglm: Full Marne:
|ADMIN |Supervisur
Pazzward: ‘erify Pagsword
1 Dizplay Reminders Alarms Show Hints
o+ Yes i Mo o Yes " No
Is User Active Creation date 4/12/200
s Yes " Mo
Feature Access Rights S
L Employee Record Access Fead'write Delete
| Detail ReadWiite
| View S5H Yes
_|Run Reports Yes
_ | Feminders ReadWrite Delste
| Reminders, Assign Glabal Yes
_ | Reminders, Assign U Yes
| User Security ReadWrite Delste
Ttment b aint ReadWite Delste
i ReadWite Delete
~ ReadWite Delete 3
4 b3 =
Feature/Access Rights — Location/Department — set
allows you to sct access to cach access to location/department ot
feature. employees.

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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m Location Department Maintenance
Location/ Department ™ - . = ﬂ ) 2 Before an Employes can be assigned to a Department, the
screan First  Prior  Mext Last Delete Hew  Edit He‘lp Department must be assigned_lu a Lucal_iun. Click the + just
left af the Lacation Name to view all available departments. To
,L—' D tment assigndunassign a Department to the Lacation,
ocatiory epartments check/uncheck the box just left of the Department N ame:
‘when you save, the system will validate your changes. The
Lo system will nat let you remove a Department from a Location if
an Employes is already assigned to that Location/D epartment
/+/ combination. Close
~
Location and Fort Lauderdale =) Derwer -
Los Angeles ¥ Human Resources
Department set up Miami [~ Marketing
Mew vork [~ Merchandisin
Mane [~ Mone
Rapid City [~ Operations
Seattle [ Sales
¥ Sunning
=1 Fort Lauderdale
™ Human Resources
[T Marketing
d v Merchandizing )

\

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

o

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. You may not
remove a Department from a Location if an Employee is still assigned to that
Location/Department combination.

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 CEX

- Company Info Tab 5 7 €9

Edt  Help Closs
{ Campany Infa 1 General Settings | Report Options | Attendance Contioller | Time Clock |

Company Mame Company Logo
|G.Ne|| Corporation Current Logo:

Address] oY :

|?2El International Pk el

Address2 i

City State Postal Code é

[Sunis= [FL [3332
Countm
1154

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. Optima 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 Optima, 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.
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Feature

Description

Epoch Setting

We strongly recommend keeping the default settings. This

setting will allow the Optima 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 ate 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.

Global Preferences —
General Settings Tab

ooOoo

B 7 4

Eft  Help Close

Compary Info 5

IV Forced Writes for Interbass
Iv Prompt for backup on exit

] Report Dptions } Attendance Controller I Time Clack 1

Epoch Drefault Hours In a Day National ID Mumber Farmat

1520 Full Time: — Part Tirme: Mask
8 4 " Mone

[V Allow use of Forgotten Password Utility ™ Canadian SIN format 993-993-939

[8] Global Preferences Q@@

" USA SSN format 933-93-3333

UK NI format A43333994,

Label |5SN
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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 Optima 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 Optima
password.

Forced Writes for Intetbase

e If running the Optima database on a
Standalone computer, this option will help to
keep the database more stable. A Workstation
is more prone to lock up or crash than a
Server. If the Optima database is installed on a
Workstation 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  If the database is installed on a Workstation or
Standalone computer, we recommend keeping
this option checked. The performance may lag
a little, but unless you have more than 800
employees, you may not even notice it. We
also recommend having a current backup,
created within Optima or DB Monitor,
available. If the database is installed on a
Setver, normally a backup of the whole Server
is created on a daily or regular basis. We still
recommend setting up Scheduled backups
within DB Monitor, but having this option
checked is not as important on a Server.

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. We
recommend that you turn this feature off only if
you have scheduled backups within the DB
Monitor.
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Report Options Tab
The Report Options settings affect how reports will appear by default.

[&] Global Preferences g@@

7 4
Edt  Help Close
Eompanylnfol General Settings HEDUTlUD“UﬂS] Altendance Comlmllel} Time C\ockl

[~ Piint Preview

v Header Bald

¥ Header Line

I~ Header Shade

[~ DataLine

Iv Print 55N

[~ Print Picture:

[~ Print Tatals
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 Controller Tab

The Attendance Controller Tab will only show if Attendance Controller is installed.
Please see the Optima Attendance Controller manual for more details on this feature.
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Setting Up Time Clock Preferences

m Global Preferences
7 4]

Eft  Help Close

Time: Format
& 12 Hour AM/PM Style

Global Preferences
— Time Clock Tab

24 Hour Military Style

Time Display Rate

# Update by second " Update by minute

S aihihearee o 120
User must login/punch within ’_30 secand(s)
¥ Enable Swips Card Usage

I~ Require Pazzward when Swiping

¥ Enable "Auto Clocking"

[V Require Password for manual Employes Login

Iv Require Password for access to My Time Clock

v Request confimation if user is double clocking

¥ Allow manual swipe card enty

First Day of Week

‘Wednesday -

Company Info | General Setings | Report Options | Attendance Contioller

EBX

In/Out Board Settings
v Enabled

[ Display Time Jv Require Login

Attendance Contraller Code Sharing
v Enable Code Sharing

I¥ Enable Hours "Worked Entries with Attendance Controller

Payioll Description Columns for Reports

In reparts, there are bwo columns available for specific Aeason Codes
[e.0.. Holiday, \acation. Sick. Personal). All Other Reason Codes will
fall inta the "Other column.

Chaose two Reason Codes you would like for these columns:

First Column Second Calumn

acation | [Personal |

The Time Clock Tab allows you to set global settings for Optima Time Clock. This will
also allow you to enable Attendance Controller and Time Clock code sharing.

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
Boatd to require a login and password.
Time Display Rate This causes the main clock to be viewed in seconds

or minutes.

Attendance Controller
Code Sharing

(See Chapter 4: Setting Up
Attendance Controller Code
Sharing for detailed
information.)

If you have Optima Attendance Controller

installed, the following options will be available:

a. Enable Code Sharing - This will allow hours
worked and paid time off codes to be shared
between Optima Attendance Controller and
Time Clock. For example, if a code “V” for
Paid Vacation of 8 hours is entered on the
Calendar in Optima Attendance Controller,
this time will also be entered into Optima
Time Clock as a manual time entry of 8 hours.

ooOoo
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Feature

Description

Attendance Controller
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
Optima Attendance Controller to be entered
as a manual time entry in Optima Time Clock.

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

Note: Reason Codes and Payroll Code
Descriptions must be set up before assigning the
Reported Payroll Description Columns. (See
Chapter 3 - Setting Up Reason Codes .)

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.

O Ch 3: Getting Started O
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Settmg UP ReEASON COAES .......uueiriruuiiiineiiiiniiiineininneinineisssseisssssesssssessssssssssssessssas
You may get to Reason codes by going to Settings > Reason Codes.

When you make a change to a punch entry, you are required to enter a reason for the
Follow me 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 Reasons you would use when entering a manual
(Manual Time Entries) 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 Optima Attendance Controller, 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.

mTime Codes
Reason Codes

- - > T s} ’ ?
Screen Fist  Prior  Mest Last Delete Mew Help  Close

UseFor (UseFor | Feason Code

|FUrth a Punch [v Enabled

Enabled| Reason Code

¥ Use For Punch Changes ™ Use For Deleted Entries

Haoliday

v ™
b N b ¥ Use For Manual Time Entries
X Persanal N Y Manual Time Entry Settings
b stk Y h ¥ Count Towards Overtime Caleulations
hid System not available Y v .
v Time Worked N v Payroll Code Description
Y User Didn't Know 1 N [
e User Ermar M M
v acahon W v Payioll Code / Humber
Related &ttendance Contioller 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
Controller Absence
Code -This option will
only be available if the
Enable Code Sharing is
checked (under Global
Preferences > Time

This allows an Absence Code from Optima
Attendance Controller to be directly related to a
Reason Code in Optima Time Clock. When an absence
or time worked code is entered on the Attendance
Controller 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

Clock Tab). Time Clock, an Absence Code appears on the
Attendance Controller calendar screen.
O O onOonO O
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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.

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

WOrk SChedules ........cuuioouiiniiiniiiiiiiiiiiiiiciecrecierecrecre e sssseeens
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
Follow me 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 Optima Attendance
Controller, Confidential Employee Record and Time Clock. This means that when you
enter this information in one program, you’ll be able to see it in the other Optima
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
Optima, but may be required when exporting Time Card Runs for certain payroll
programs.

[E optima Time Clock

Fle Vew Settngs Feporis Hep

Timn Clock Employee Salect 3 | Employes Dateil ]
[ Erplies Dot Eroerze | Treaiiomm B 1 7
i It Bosd Saarch by Last Hame e Cwbie  Prik  Fores  Help
[L— [ Fist Harme Midde Nome Lasi Name
[ R s fw- [t
L S |
Tive Clock dhcxmes = P o [ Hie Dale Wodk Sishus
[ T Ciock Frivme ﬁ—l—ll m_m o 1 [panza [Misngn ] Fubtes |
Toe G s i B Hie Fcer
I Diaweson Haree
T~ Hardy Ed
I rat Matthesy
[ Mshowski  Deboish =]
™ MeCats Tracy =T
I MeDonsd O x5
Shotkon !
Wrda it
Caty | am i Pichre
Flobedt
P Ll Kighe The awamion s petes oy Floase lool s 12 mser i o mettage b
[Emplaves Datmil ke
Commeniz nbeu e record il rokes mﬂmrmn’m« = leh
] then Contents 1o smm moes nformation stoul s p
£ *
Lrghryse Kby W Clfton Hrs Dste 011561790 Adtive

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 or 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 [ 0ptima Time Clock
Access Feature

File Wiew Settings Reports Help

optima

Employee Select —} Time Clock Access X} I
%8 Employes Detal | Biowse | TreeView . B 7
& inOu Bod Seaich by Last Name e P
B rori —
O Feports Meil Adams Denwer Sunning
8 Tine Clack Access AR R
) Last Name /_|First Name |~ Time Clock Identification |
. @ Time Clock Enties
Employee Login and . L GNEILZ Swipe Card ID
o, Austin Eil ST
Password. This is what_| o kel g o
. . Updsts/Changs | Clest/Delets
they will use to clock in LI Denscoli Coee [T —
. ™ Handy Ed ’
and out with. I Kai Matthew 5
[ Makowski  Debosh Time Clock Access
[ et Trecy [V | Eqeble Exinliase P T aes
[~ McDonald  Chiis
‘an Edit their own Time Clock Entries

Time Clock Access - I~ Dpel Stephen

: ™ Osbom oS
These settings allow Pe
employees to clock

¥ Can Create theil own Time Clock Entries

|¥ Can Delete thei awn Time Clock Entries
™ Richards Robert

™ woodward  Kristies

Recent

in/out, and to edit Current Work Schedule |y \ | ﬂ"f'_H‘“EJ
>
their time entries. In Dut Board Access | QY
&
[ 2
Emplpfes Neil & Adams Hire Datf: 03/25/1996 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
Screen 2 4
Help  Close
. Clock In Message Clock Dut Message
Enabled — This ¥ Enabled ¥ Enabled
will show messag/ This mezsage wil be displayed to all emplayess Thiz meszage will be displayed to all employees
when ClOCkIﬂg when they clack-n when they clock-out
Tn/Out. /‘Mis is the [N message Thiz is the OUT meszage.
Message Block/
. Display 10 second(s) Display 10
Dlsplay message for _ message for messane for second(s]
second(s) —how 10ng the v Enable Totals [v Enable Picture ¢ Enable Totals [v Enable Picture
message will stay on the ¥ Enable Balances ¥ Enable Balances
screen. Select Absence Categonies for Balances Select Absence Categonies for Balances
Displays employee/ |Vacatiun LJ |Persunal LJ |Vacatiun LJ |Persunal lJ
photo and balances [sick =1 =] | ||[sick =] |
when clocking in/out. : 1)) :

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 @ REMINAEY .......cuciiimiiiiiiiciiicctcttttett e
“__ Go to Time Clock > Reminders Feature.

. The Reminders feature will show you all open (unresolved) 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

cor optima
Emploges Detal Browse | TresView S W X 2 7
g IndOut Board Search by Last Name Nt Last t Save Cancel P Help
Reminders
Reminder iy Resolvad|Employes Name  [Usar e
@ Fepors T Date
& Time Clock Access Sorted by L 1011472004 Arviversary 01/15/2004 S I Kelly Cifton Supervisor
B 43072004 Arviversa 0S/01/2004 | [ Bily uslin Supervisar
5/4/2004  Arriversam 05/15/2004 | | |Fienee Dawson  Supervisor
& Tine Card Funs T T
I™ Clton Kelly
[ Dawsan  Fenes
I Handy Ed
I~ Karl Matthew
I~ Kleiner Randy
[~ Makowski  Deborah
I~ McCalla Tracy
[~ McDonad  Chiis =
I~ Opel Stephen < s
I Dsbom Wanda —
I Peck Cathy F"LE’S
LTS | Richads  Robert i I Show Resolved
Peminc (B Supenvisor = Pl e
[ Use Date Fiters
From Through
2
< >
Employes Nel R Adams Hire Date 03/25/1996 Active

Reminders Tool Bar and Pane Layout
m  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

B 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

m  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 Optima:

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 (Optima Attendance Controller)

Birthdays, Performance Reviews, and I-9 Renewals (available if Optima Confidential
Employee Record is also installed)

Setting a Reminder

One Time Reminder

1. Click on Reminders from the Features Column.
Click New.

Select (check) One Time Reminder.

Enter a Title and Reminder Date

oA

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.

6. 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.

7. 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.

8. Enter a description of the reminder, if needed.

9. Click Save.

Recurring Reminder

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

Click New.

Select (check) Recurring Reminder.

oA L

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

>

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

8. 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 Optima
database, you can set up Optima 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 Optima 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 Optima 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.

mTiITIE Difference

I - -

oo X

? 4

=10l x|

First  Prior  Mest Last Save Cancel Hélp Cloze
Sort Optiar
% Computer Name " Difference Reason = Time Difference
Computer M ame Difference Reason Tl_me =
Difference
B | Server 1 Flarida ]
Computer 1 irois -1
|| Computer 2 Ltah -2
=

Any punches from the different time zones will be

ooOoo
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Chapter 4:
Time Clock &
Attendance Controller

Code Sharing

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

Chapter Contents:
OVEIVIEW ...ttt 54
Setting Up Attendance Controller Code Sharing ................... 54
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Optima Time Clock and Optima Attendance Controller can be fully integrated. This
means that absence codes (paid time off) entered in Attendance Controller 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 Optima Time Clock so that she is paid for that day. With Optima
integration set up, this time will also show on the calendar in Attendance Controller as a
V — Paid Vacation day.

Setting Up Attendance Controller Code Sharing ............coouevveivveinseinnnccirnccnnncnnnnes

ooOoo

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

1. Enable Attendance Controller Code Sharing

2. Set up Reason Codes

3. Set up Payroll Code Descriptions

4. Set up Related Attendance Controller Absence Codes

Enable Attendance Controller Code Sharing

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

1. Under Attendance Controller 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 Controller.
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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mGlnhalllreferem:es E@ﬁ
? 4

Eit  Help Close

Company Info | General Settings | Fleport Options | Attendance Controller | Tl i

Time Format In/Out Board Settings

& 12 Hour AM/PH Style " 24 Hour Military Style ¥ Enabled ™ Display Time: ¥ Require Login

Time Display Fate ‘itendance Controler Code Shering Attendance Controller

" Lpdate by second " Update by minute Iv Enable Code Sharing COde Sharing

Iv Enable Hours Worked Entries with Attendance Controller
Sync with the server every 120 second(s)
User must login/punch within 0 secandls) Payrall Description Columns for Reports
. In reports, there are two columns available for specific Aeason Codes

Rl e [e.q.. Haliday, Wacation, Sick, Persanall. All Other Freason Codes wil
™ Require Password when Swiping fallinto the: "Other” colurn,

% Enabls "uta Clacking”
e e R et o nenis o e kg0 Chaose two Reason Codes pou would like for these columns
# Plequire Password for access bo My Time Clack

[ Request confimation if user s dauble clacking

First Calumnn Secand Column
v Allow manual swipe card entry "Vacation j ‘Persuna\ j
First Day of Wesk

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

After turning on the Attendance Controller 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
supetvisor 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 desctiptions that will show on
reports and are related to Reason Codes and
Absence Codes.

Related Attendance Related Absence Codes will allow absences that

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

m Time Codes
I < [ o D : ? A9
First  Prior  Mext Last Delete Mew g a Help  Close
Use For |Use For » Fleason Lode L1 - Cod
Enabled|Reason Code Time Forgot a Punch ¥ Enabled €ason Lodes
o Forgaot a Punch v UzeFaor Punch Changes ™ Use For Deleted Entries
Y Holiday N Y b _Use For Manual Time Entries
Y F'fersonal N Y Manual Time Entry Settings
¥ Sick. ¥ id v Count Towards Dvertime Calculations
¥ System not available i i A —— Payroll Code
: ayroll Code D escription —— ..
b Time Worked M ¥ Descrlpuon
¥ User Didn't Know N N [
s User E M H
v V::ati;[nm N v Payroll Code / Mumber
T Related
Fielated Attendance Controller Absence Code Attendance
[ ~| Controller
Camiments:
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 catd 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 Optima Attendance Controller 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.

4.  Click Save.

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

Set Up Attendance Controller Absence Codes

Once the Attendance Controller Integration is enabled, you’ll be able to relate Reason
Codes in Time Clock to Absence Codes in Attendance Controller. 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 Controller 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 June 5, 2002.

E] Optima Attendance
File Wiew Settings

EEX

Repart  Help

Records {Time Clack

Employee Select Calendar

TresView | @) 110y (T)34 Day % Erass =

Calendar v Show Hours ‘Worked

Celeoo Assoments | G by Lot Hane (Ty120ay (TyFulDay | fh Select Today v Show Absences
Ernployes Detsil | Be oo &
Planner
| L. LSI-ETERNSN Month Kelly W Cl
Reminders [[or e 2
| of]Last Name /[ First Name
Report _ ied
S T Adams Nei
S o Billy 1 S 4 5 5
Transactions

Dawson Renee

7 8 ] 10 11 E\, 13
I~ Handy Ed V

¥ Year In Review

Atcon Only
| | accident on Duty

I Kail Matthew 141 6 17 18 1920
I~ Makowski  Deborsh 5\! |2 ficocio Opibuty

I~ McCalla Tracy 2 22 FERRFT] 2% 26 27 I} Somp:Tims -
I~ McDonald  Chis 0 Desth in Family

I Opel Stephen 2% 228 3 | |E Exoused

I Osbom ‘Wanda F Family Leave

I~ Peck Cathy b | I I | |& sick

I Richards Fobert | [riness

[ woudwad  Kristies

|4 dury DUty
[ Layoff

Total This Year | Notes | Year Settings | Totals Since Hired |

Totals in Dags | Cany Over|Eamed |Used |Lost |Balance| 4 || [L Late / cuit Early
Wasation ] 00 1000) 600 .00 400 || |Mwitary
Sick A0 600 0o oo 6.00 M Mesdical Appointme
Persanal | 00| 3000 .00 .00 300/ ||oTransportation iy
v
8 | & | |ym 3
B " [Employes kelly W Clifton & Date 01/15{1990 lActive

Related
Absence Codes
set up under
Settings >
Reason
Codes.

From the Time Clock Entries screen, we can see it reports the 7 hours as Paid Vacation

(Payroll Code Description).

E] Optima Time Clock
File Wiew Settings Reports Help
=y

Time Clock Employee Select
Employes Detail Biowss | TreeView | |

InfOut Board Search by Last Name

Reminders i ‘Work Date Range
|

New Edt  Delete Prirt

Fieparts =
- i Today & Thiswesk ( Hange >
Time Clock Access e
Time Clock Enries W Disploy el
frmins T Austin Bill
I~ Cliton Kelly Tl
I~ Dawson Renes
I Handy Ed Vacation  7.00 7.00
I~ Karl Matthew
I~ Makowski  Deborah
I~ MeCalla Tracy
I McDonald  Chiis
™ Opel Stephen
I~ sborn Wanda
I~ Peck Cathy
I~ FRichards  Robert
H 2t [ woodward  Kristies
[Total: | 1400
Supervisor  07/15/2003 04:55 pm 03/11/2003 ]
e v
i i & |
 Employee Nel R Adams  |Hire Date 03/25/13%6 lactive
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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).

O] My Time - View Changes
iiglose | ?ﬂelp |
l]liginal TS 091242003 l]liginal UL 10:05:07

Supervizor 09/12/200310:09 am 941242003 [08:30 am 9/12/2003 10:05 am

<_|ﬂ]

Reazon for Change: |[F:ft1EN I

Employee fogot to punch.

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.

E] Time Clock - New:

o Save I ¥ Cancel | i Grab Hunl “? Help | ] Close |

| Run Date [EUEZII  Run Name [EOIECYEET

Lock Mode  |[El-=Cn] | BLEL R EE InProcess -
Date Range
From: [06/01/2003 | Ter [06/14/2003 | Today Last W’eekl

I +}- Locations and Departments * Efpand Window N

¥ ame Reg 0 acation [Pe al[Othe 0
v | & adams Neil 111-11-0111 42.00 0o 16.00 0.00 (00,00
v

v | 11 Clifton Kelly 176-28-8331 24.00 16.00 16.00 00,00 (08.00
v10

™| 0 Karl Matthew 422-86-9517 00,00 00.00 00.00 00,00 (00,00
™| 0 McDonald Chris 00,00 00.00 00.00 00,00 (00.00
[~ 0 DshomWanda 418-21-9383 00.00 00.00 00.00 00.00 00.00

0 Richards R obert 244-36-9126 00.00 00.00 00,00

154.00 40,00 32.00 00.00 08.00 234.00

+ Display Totals for Al Emplopees € Display Totals for Selected Emplopees
Employees: 12 |Selected: 5

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

Due to the confidential nature of information stored in Optima 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 Optima 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 62
USEr SECUTILY .ottt 62
Setting Up a User for Security ACCESS ......ccvuvururuiuiuircrcccccnnnes 64
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Program ALCCESS euuirenniireneirnectraniersansersasscsssssssssssssssssssssssssasssssasssssnsssssnsssssnsssssnssssns
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 Optima 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 Optima programs. Common
Features refer to features that are shared among Optima Attendance Controller,
Confidential Employee Record and Time Clock. For example, the Detail Tab and
Locations/Depattments 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 seatches by User Name.
Save As This allows you to create new user log ins based on
access rights of another user.
[& Security Maintenance E|@®
User Security i o ¢ 2
Screen First |Previous| Newt | Lzt | Delete | Mew Save A Help | Glose
Detail  Attendance | Records | Time Clock | Location/Deparment |
Laglm: Full Mame:
[aoMIN [Supervisar
Password Werify Password:
Display Reminders Alatms Shaw Hints
& Yes " No * Yes ™ No
I3 User Active Creation date 4112/200
 Yes " Mo
Feature Access Rights -
»|Employee Record Access Read Wilte Delete
| Detai Read Wilte
| [wiewssH Yes
| |Pun Reparts Yes
|_|Reminders Read Wiite Delete
|_|Reminders. Assign Global Tes
| Reminders, Assign Users Yes
|| User Security Read Wiite Delste
_|Location/D epartment Maint Fead Write Delste
| |_|Glabal Preferences Read Write Delete
w | |Database Monior Read Wite Delete 3
4 b2 &
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The User Security window has the following features:

ooOoo

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 Monitor

This allows access to the DB Monitor.

Database Backup

This allows access to Backup from the DB Monitor.

Database Restore

This allows access to Restore from the DB Monitor.

Alter Product License

This allows access to change the Product License.

Convetrsion

This allows access to run the Conversion Ultility.

Custom Reports

This allows access to create/edit customized reports.

Import

This allows access to import data.

Export

This allows access to export data.

Guest Users

This allows access to set up Guest Users to manipulate
the data from another program, such as Crystal
Reports.

* The above features ate shared between Optima Attendance Controller, Confidential
Employee Record and Time Clock. This means that the Detail screen under User

Security is the same screen in all three programs.

Time Clock Tab

Feature

Description

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.
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Feature Description

Time Clock Settings This allows access to the Time Clock Settings screen.
Messages This allows access to the Time Clock Messages screen.
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.

User Security — O] Security Maintenance

TimeClockScreen | = | <« | » | » | i | D 4 ? | 4
First | Previous| Mext Last | Delete | Mew Save fs Help | Close
Dretail | Altendance | Recards | Time Clock  Location/Department
Feature |Access Rights | ~
¥|Show Time Clack Tab ‘Yes
| Time Clack Ertries Read Wiite Delete
_|Time Clock Access Fiead Wiite
_|'Work Schedulss Fiead \Write Delete
_|Time Card Runs Fiead \Write Delete
_|Time Clock Settings Yes
_|Messages Read Wit
_|Feason Codes Read ‘wWrite Delete
_|Ind0ut Board es
_|Export Time Clock Data ‘Yes
_|Time Difterence Fiead Wiite
|_|Fiemate Terminals Yes
hd v
< >

Setting Up a User for Security ACCESS ........cooverveenieensrenseinseinsnninsneinsneensneesneessnes
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.

Setting up access to common features (Detail tab).
1. Click New from User Security > Detail scteen.
Enter Log In and Password (letters and numbers only) and uset’s Full Name.

2
3. Select options for Displaying Reminder Alarms and Hints for this login.
4

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.

5. Select what type of Feature Access users will have by clicking in the Feature Access
Rights block.

6. Clicking on the arrow will allow you to select from the following:
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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 Controller Tab

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

User Security for the Confidential Employee Record tab

The Confidential Employee Record Tab will only be shown if Optima Confidential
Employee Record is installed. Please see the Optima Confidential Employee Record
manual’s User Security section for more information.
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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:

1. Click on Location/Depattment Tab from Settings, User Security, 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. 1If 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.

Tip: You may click Save As from the User Secutity screen if you already have a user
with access rights you want to copy and give to another user. The selected user must be

highlighted first.
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Chapter 6:
Clocking In/Out

There are two ways to clock in and out of Optima Time Clock, and both are described
below. You can use a keyboard or a magnetic swipe card using a card reader. Optima
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 Optima Time Station to clock in/out while managers and
supervisors use the Optima Time Clock Admin portion of the program to manage
employee time.

Chapter Contents:
OVEIVIBW ..ottt 68
Clocking In Using the Keyboard .........c.cccooeuinininininicinininns 68
Clocking In Using a Swipe Card and Reader ..............c.c.c........ 69
My TIiMe ClOCK ..covcuiirieiirieeireereereeereereeeee e eeaenes 69
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Time Station
Clock In/Out Screen
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We have made clocking in/out as easy as possible. Employees clock in and out from the
Optima Time Station application. Employees may clock in using the keyboard or using a
magnetic stripe card (swipe card) and card reader.

Using a swipe card and catd reader allows for faster clocking in/out, but may not always
be cost effective. You may install Optima Time Station on your employee’s computers
and allow them to clock in/out from their desks. (See the Software License Agreement at
the front of the manual.)

{7 Optima Time Station
My Time Clock  Help

=
@
Ea
-
o

ty Time Clock EI Help
Monday 7/5/2004

8:42:27 AM

Employee Login Password

F12( In0OutBoard

F5| Clock In ‘ [F8|Clock Out ‘

Card Swipe Enabled Auto Clocking Enabled

8Neil

Clocking In Using the Keyboard ..........ccoocevviivnuirinuiinniiincnnncnnnecnnecnnnesneessecssnees

ooOoo

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 (F8).

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.
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Clocking In Using Swipe Card and Card Reader ............cooueveueivvueinsuecnsnecnruecsncnnne
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 entet a
login and password. (See page 11 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 card. This may cut down on an employee clocking in/out for another
employee.

MY Time ClOCK ....uuuevuiiiniiiiiiiiiiiitiiiiinitinnecniecnne e cese s cessessssessnes
7 My Time Clock allows employees to view their time card history, and, if given rights, can
My 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

Toolbar

£ My Time Clock

_tos 8 & 2 e 4

New Edt  Delete Print Help  Password  Cless

‘Work Date Range Date Rﬂﬂgﬁ

" Today " ThisWeek @ Bange - From: ‘09;’01!2003j To 09£23!2003j

Time Entries

Show Changes W Show Changes & tscending " Descending —f—— Sort Order
made to time ’— Punch  [Adj Day | [ .
entries rWulk Day Date Time Time In/0ut | Hours Hour - Asterisk (*)
+ 0 1118am N shows double
Wednesday 08/03/03 02:08 pm  02:08 pm 1M entries of IN
Wednesday 08/03/03 03:55 pm  03:54 pm ouT 1.80 180 or OUT
Thursda 02/04/03 08:45 arm  05:48 am 1M
! ™N Punches

Thursday 09/04/03 08:45 arm  05:48 am ouT 0.0o0
Thursday 09/04/03 09:49 am  09:48 am 1M

Thursday 09/04/03 10:35 am  10:36 am ouT 0.80 L.
Thursday 090403 10:41 am 1042am N Punch Entries —

Thursday 090403 11:09am 1108am OUT 040 120 Must have an IN
+Kriday 09/12/03 800  B.00 and OUT Punch

for total hours

Plus (+) sign +MNnday 09503 Vacation 800 8.00
denotes chang/ \

Total: | 19.00
has been made

v

Changed By |Modified Date New Date [New Time |Original Date  |Origing [

| Supervizor 09/30/2003 11:18 am 03/03/2003 11:18 am =
|

1 (] >

Employee: 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.
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Creates a new  Deletes currently Shows Help File for Exits My Time

time entry. selected entry. this schen. C10‘|3k-
O T & 2?2 & 4
Mew E-I:Ii‘t Delete Fl‘rint Help Paszword Cloze
|

Edits existing Prints Time Card for ~ Changes Employee

time entry. selected Date Range.  Password.
s} Creating a New Time Entry
Mew 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 |E|

Pleasze select the type of entry 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 entet a manual punch entty just as if an
Clack In / Clock Out | 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|
Jgave | ¥ Cancel | ? Help |

Kelly Cliton

Current Time Clock Yalues
Date: 07/07/2004 Punched: OUT

Time [05:15 P4

Reason for Change

Forgot a Punch

New Time Clock Yalues

D ate: Punched:

|o7/07/2004 | four -]
Time: work D ate:

0515 |PM v | [o707/2004 ]
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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

OO0OcL

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.

[8] Time Clock - Create Time R... :||:,rg|
o Save | ¥ Cancel | “? Help |

Neil Adams

D ate:
09/30/2003 -

Hairs:

03.00

Reaszon for Change
l/acation| M

Mew Time Clock Yalues

[ Count towards overtime calculations

——

whark, D ate:

03/30/2003 -

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.)
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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.

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.

N Ché: Clockingn/Out ______Jill oOood | 2
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Time Card Entries

Plus sign (+)
denotes manual
entry was made
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Time Card Entries
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HR+Ware Optima Time Clock™

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.

Work Day

Mlonday

Monday
Monday 03411,/2002
Monday 03/11,/2002
Maonday 0312/2002
Tuesday 03/13/2002
Tuesday 0341372002
— | +Wednesday  03/14/2002
Wednesday  03/14/2002
+ Friday 03152002

Punch Time Ad]. Time

09:06 am

09:10 am

InfOut Hours Day Hours

IM

0422 prn - 0430 prn QUT 07 33
10:32 pm 10:30 pm 1M
1134 pm 1140 pm  OUT 0117 .
01:35am 01:30am N g5~ ()
01:37 am  01:40 am It * entries
09:51 am  10:00am  OUT 08.33 833
01:54 am  01:50 am IM
09:58 am  10:00am  OUT 08.17 g.17
05.00 8.00

Tip: Right-clicking on an entry will show you the rounding rules (Wotk Schedule Rules)

for that entry.
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In/Out Board Screen

In/Out Board
Toolbar

Who’s In,
Who’s Out

my
Auta update every [5 —minutels _ v Out Employees e
[ P ) =1 ] Iv ploy Beosh

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.

E]In,-"l:lut Board

B [ 4|
Help LCloze

Name Status |As Of Location Department

I Sunning

Dawson, Renee auT 09/30/2003 09:45 am  hdiami Marketing

Status Bar

Tas Of 9/30(2003 2:25:36 PM In: 5 Jour: 1 [Takal: 4 v
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: 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 departments or their specific location and/or
department or no access to the In/Out Boatd. (See In/Out Board Access under Time
Clock Access.
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Chapter 7:

Managing Employee

Records

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

Chapter Contents:

OVEIVIEW ..ttt 76
Feature Column ... 76
Time CloCk ENtFEs ...t 77
IN/OUL BOAId ..ot eeeeeanes 81
Adding a New EmpIoyee ..., 82
Deleting an Employee ..o 83
Giving Employees Access to Clock In .......cccccceevcivininininininnnee. 83

Employees Not Rounding On the Correct Work Schedule .. 85
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OVEIVICW ..cuureennrenrereeirenieesserssersssssssessssssssesssessssssssesssssssssssssssssssssessssssssssssessssssssssnses

There are two main levels of security to Optima 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 45.) 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.)

FEATUIE COIUMN .aaeeieeeieeeiiieeiiteeiereeeeeteaeeeraeeeesssssessssssssssssssssssssssssssssssssssssssssssnsnes

ooOoo

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: Mana loyee Records Oogdod O
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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 Clock
Entries Feature

Show Changes
made to time
entries

Plus (+) sign __|

denotes change
has been made

Creates a new
time entry

ooOoo

—

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.

m Optima Time Clock
File View Settings Reports Help

Attendance T\ Recor ds optil'l'la
Employee Detail Ernwse Treetiew o
% in/0utBoad Search by Last Name Hew R Dbt P e
B Feminders Work Date Range
B Repors

* Today ¢ Thistweek  Fange >

From: |03/01/2003 v | Te: |03/23/2003

+Wednesday 090303 11:18 am

r Har\dy Ed

WWednesday 090303 0208 pm 02:08 pm -
Ll athed \Wednesday 090303 0355 pm 0954 pm  OUT 180 180
I Kleiner Fiandy
[ Hak owski Deborah Thursday 09/0403 09:49 am 0948 am M
™ McCalla Tracy Thursday 090403 1035 am 10:36am  OUT
I™ McDonald Chiis Thursday 090403 10:41 am  10:42 am I
I Opel Stephen Thursday 090403 11:09am 110Bam  OUT
I~ Osbom Wanda teri2ma
I~ Peck Cathy :
_Recent N Pt

oodnad Kisties

Employss Neil R Adams

Hire Date 03(25/1996

Active

- - » »
& Tine Ciock Acsess e INSD"“T :
& Time Clock Entries W ~ | Bl @ Sron Changes @ #ocending Descending _|
& Time Card Runs

™ Austin Bily Punch (o ~

r Cton ‘ Work Day  Date  unch  [Adi In/out | Hows| D2 | &

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

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

details of the entry.

Time Clock Entries Toolbar

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

delete employee time entries.

Deletes cutrently Shpws Help File for
selected entry this screen

| | |
L & W ?

Mew Edit Delete Help

Frint

|
Prints Time Card for
selected Date Range

Edits existing
time entry

ing Employee Records oOood
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Clock In / Clock Out
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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| |z|
¢§ave | * Cancel | P Help |

Kelly Clifton

Current Time Clock Yalues
Date: 070772004 Punched: OUT

Time  0%:15 P

Reazon for Change

D ate: Punched:
Tirme: whork, Date:
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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

OO0OcL

/

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.

E] Time Clock - Create Time R...
o Save | ¥ Cancel | “? Help |

oX)

D ate:
09/30/2003 -
Hairs:

L108.00

Neil Adams

Reaszon for Change
Mew Time Clock Yalues

[ Count towards overtime calculations

——

whark, D ate:

03/30/2003 -

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.)

Ml Ch 7: Managing Employee Records O
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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.

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.

Ch 7: Mana loyee Records Oogdod ] R
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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.

Work Day Punch Time Adj]. Time In/Out Hourz Day Hours

Time Card Entries

Mlonday 3 [0z 09:06 arn 0%:10 am IM

Monday 0422 prn - 0430 prn QUT 07 33
Monday 03/11/.2002 10:32 pm 10:30 pm 1M
Monday 03112002 1134 prm 11:40pm OUT 0117 .
) _ . Asterisks (*)
Monday 03/12/2002 0135 am  01:30 am I 8.50 " t—jenote double
Plus sion (+ Tuesday 03A13/2002 0137 am  01:40 am It * entries
duS siga (+) Tuesday 03132002 0951 am 1000am OUT 0B8.33 8.33
enotes manual
entry was made | +Wednesday 03142002 01:54 am  01:50 am IM
’ Wednesday 0314/2002 0953 am  10:00 am  OUT 0317 B
+ Friday 03/15/2002 05.00 8.00

/§~ Tip: Right-clicking on an entry will show you the rounding rules (Wotk Schedule Rules)
for that entry.

‘...

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 featute is checked, otherwise, clicking
the Refresh button will update the board.
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In/Out Board Screen

In/Out Board
Toolbar

Who’s In,
Who’s Out

OooOoOoo

E]In,-"l:lut Board

Dawson, Renee

OoOo0o0oo

I~ Auto update every |5—jminute[s] _ ¥ Out Employees F\;ﬁésh
Name Status |As Of Location Departmenl

1N

ouT

05/30/2003 09:45 am  Miami

HR+Ware Optima Time Clock™

=1l x|

oy

Help Cloze

Marketing

Status Bar

A5 of 9/30/2003 2:23:36 PM

In: 3

out: 1 [Tatal: ¢

EY

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.

Feature Description

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)
clocked OUT.

— denotes employees who ate

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 ot no access to the In/Out Board. (See In/Out Board Access under Time

Clock Access.)

Addlng A NeW EMPIOYEE .....ccivvveiiiiniiiiiiiinineiiinttniecninccssseessnessssseessssessssseees
Click Employee Detail Feature column.

The Employee Detail screen allows you to add, edit, and delete employees, and, if
installed, shares common screens with Attendance Controller (Category Assignments)
and Confidential Employee Record (EEO and Personal Contacts).
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To add a new employee, follow these steps:

5

1. Click M8 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 Optima. 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 Optima Attendance Controller and Optima Confidential Employee Record.

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

1. From Employee Detail, sclect 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.

Gi mg Employees Access to Clock IN ......cocueiiviueiiiiniiiiniininetinnnecnineenennecsessnenns
| Click Time Clock Access from the Feature Column.

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

Follow me

Ogg Ch 7: Managing Employee Records Oogdod O
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File View Settings Reports Help

Attendance

oono
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opiima'

Time Clock Employee Select Time Clock Access
&% Emplopes Detal | Browse | TresView VEE
B In/0u Board Search by Last Name ek F“""S ”*‘“
8 e
% Reports Meil Adams Derwer Sunning
@ ook H o4 M Sogedbyl
g S NETe Y| FrstNae Time Clock Identification |
8 Tine Clock Ertries
Time Card GNEILZ  SwipeCadID |
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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
KI. and so on.

Time Clock Time Clock Identification allows you to change

Identification (Changing | the selected employee’s Login and Password. Just

Employee Password) enter the new Login and password and click on

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.

ing Employee
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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 | Wotk Schedule for rounding and reporting

Schedule, see Chapter 8 | purposes.

- Creating and Editing a. Clear allows you to temove 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 81.)

Employees Not Rounding on the Correct Work Schedule .....................ccocueeeeunncen.

)

e
Caution!

ooOoo

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.

Ml Ch 7: Managing Employee Records Oogdod O
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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:

First Step (Change the Work Schedule Start Date)

1.
2.

AN A

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.

Ch 7: Managing Employee Records Oogdod [y 36|
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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
Work Schedule Rounding Rules .........cccccoiiiiiiinnnnnnns
Shifts Crossing Midnight ...
More About Rounding ...
Setting Up a Work Schedule ...,
Setting Up the Daily Schedule ...

MW Ch 8: Create / Edit Work Schedules [l oOood
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Rounding EXplained .........cccovuiriiiniiiniiinniiniiiniecnnecnecnecniecnnecsnecsaessseseneees

Optima 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.

Optima 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

FOIIOW me

ooOoo

Go to Settings > Work Schedules.

The program comes with three commonly used rounding rules. You may
use one of these and rename it or create your own.

Bl Ch 8: Create / Edit Work Schedules Il Oogdod Wy 90]



oono

Work Schedule —
Rounding Rules Tab

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

Wwork Schedule
itk

2nd Shift 3:00 - 5:30
3rd Shift 9:30 - 6:00
Gereric 15 min

m Work Schedules
> > ]
Mext Last  Mew

................................. Il work Schedule Name [EERE

Rounding Rules l Overtime and Punch Schedules ] Shifts Crozzing Midnight

Time iz Credited in E «| Minute Increments

Fiounding Founding Example g
Generic B min Clock In: : n Time:
; == . Hour  Minute
New 15 Min Round Up &fter | 3 | Minute(s) IE—;IS—J
Clock Dut: =% =1 Dyt Time:

Found Up After 3~ Minute(z) Fiound Test

T & 72 4

Delete Print Help Cloge

The Rounding Rules Tab has the following features:

Rounding Rules

Description

Work Schedule Name

Name the Work Schedule here.

Time Credited in __ Minute
Increments

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.

Bl Ch 8: Create / Edit Work Schedules Il Oogo |
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‘wiork Scheduls

1zt Shift

| 2nd Shift 9:00 - 5:30
| 3rd Shift 3:30 - 5:00
_ | Generic 15 min

|w

| Generic & min
| |Mew 15 Min

oono

First Prior Mext Last  Mew

Il woik Schedule Name [EE0

Founding Rules  Owertime and Punch Schedules ] Shifts Crossing Midnight]

Pagroll work week starts on - |Sunday ~| at (12004

Schedule Overtime rules

[ This Schedule Qualifies for Daily Owvertime after Hours
v This Schedule Qualifies for Weekly Overtime after 40 Hours

Sunday Monday ] Tuesday] W'ednesday] Thursday] Friday ] Salurday]

[ Mew Time Entry

HR+Ware Optima Time Clock™

T & 7 9

Delete Print Help Close

v This iz a ‘Workday
[ Thiz iz ah Overtime Day

Quick Copy Schedule fram

K0

ﬂ Delete Time Entry

The Overtime and Punch Schedule Tab has the following features:

Overtime and Punch
Schedules

Description

Payroll work week starts
on...

This determines the day that your work week begins
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 report.)

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 entry.

Il Ch 8: Create / Edit Work Schedules O
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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.

m Work Schedules g@]g|
quk Schedt_xles - = 5 = HoO i 7 4
St.“ft§ Crossmg First Pricr MNest Last  Mew Delete  Print Help  Close
Midnight Tab Wiork Schedule Il v/ork Schedule Name [EE
P13t Shift - ———
— i i Shifts Ci Hidnight
| 2nd Shif %:00 - 5:30 Founding Hules] Overtime and Punch Schedules Ifts Lrossing kMidnigl
| 3rd Shift 5:30 - £:00
Generic 15 mi ; ’7
— ener!c |Tn|n [~ ‘Report time to nest day on or after 10:00 PM
| Generic B min
| [New 15 Min [v Fieport time to prior day on or before 02:00 AM
Mavirmurn expectad haurs for lunch break. 35
‘when employee punches in at 10:00 Pk or later, the time will be reported
oh the next day.
If & shift crozzes midnight and starts before 10:00 PM, the expected lunch
break is not to exceed 3 hours.
Example: IF your shift starks at 8:00 PM and your lunch break, iz at 12:30
Abd if wou punch back in on or before 3:30 A, your time will be reported
againgt the previous day.
S
Feature Description

onorafter __

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 entire 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.

ooOoo
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More About ROUNAING ......cooueivuiiiuiiieiiiiiiiiintinecnecnecnecsaeesae e ssaessaesenees
Optima Time Clock rounding is based on three points:

1.
2.
3.

What you select for Time Credited in Minute Increments

What you set for Clocking In and Out rounding

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

Optima Time Clock automatically rounds to the nearest mark based on your choice of
minute increments. Optima Time Clock will round up or down at about the halfway
mark. For example, if you’re using Optima 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 Affer. The program will ROUND UP AFTER however many minutes
you select.

Optima 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 ............ccouoovuinniinniinniiniiiniiniiinnicnnenncceccneesnees
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.

ooOoo

To set up your work schedule, follow these steps:

1.

2.
3.
4

Click New.
Enter a descriptive work schedule name.

Select how your time is credited for rounding purposes.

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.

Check how the progtam 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.

Select whether this work schedule qualifies for DAILY overtime and after how

many hours.

Select whether this work schedule qualifies for WEEKLY overtime and after how

many hours.

Il Ch 8: Create / Edit Work Schedules O
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Setting up the Daily Schedule ..........ccccoiviiiiiiuiininiiiiiiiiiieinneinecneeecssneesenne
1".2\ To define the daily schedule, follow these steps:

éy 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.

Rember 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.

OOg Bl Ch 8: Create / Edit Work Schedules Il oOood O
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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 ... 98
Viewing Time Card Data ..o 101
Exporting Time Clock Data.........cccooviiinnniiciciicnnas 102

ooao Ml Cho: Preparing Time Card Runs ____Jil onOonO o/
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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.

The Time Card Runs screen allows you to create time card reports for a specific date
Follow me 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. After clicking on Time Card Runs, click NEW RUN.

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

3. Select a date range for this run.

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

5. Select Batch State of either In-Process or Completed.

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

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

Time Card Runs Screen

m Time Card Runs

: ™ 4
Action Teons NewFun EditRun Delete %n EE?m Help  Ciose
Click title to Sort Aun Date * [Run Name [Created By [Batch State  [From [To
08/13/2003 0052003 to 0112003 Supervisor InProcess 08/05/2003  08/11/2003
by column 07/14/2003 | 07062003 to 07122003 Supervisar InFrocess 07/08/2003  O7/12/2003 er Lack.
06/10/2003 | 06012003 to 06072003 Supervisar InFrocess 06/01/2003  DG/07/2003  Total Lack
06/09/2003 | 05182003 to 05242003 Supervisar InFrocess 05/18/2003  05/24/2003  Total Lock

Run Information —

Status Bat ———— s by Run Date Dsc

ooao N Ch9: Preparing Time Card Runs___Jjll onOonO [l ER
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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.

. 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

E] Time Clock - Edit Time Card Run

J Save | w Cancel| ¢ Help | !ICIose

Lock Mode L= - In-PrDcess -

From: |og/01/2008 | To [06/07/2003 -]  Toda Last w'zek.
* Expand ‘Window

‘ﬂ Locations and Departments

H Name S5N Reg Hrs (OT Hrs |Vacation |Personal |Other Total Hrs

Jv] 5 dustin Billy 265-71-9621 16.00 08.00 00.00

I 10 Clifton 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
7 0 Kal Matthew 422-869517 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
" 0 Makawski Debarsh 005-66-9143 00.00 00.00 00.00 00.00 00.00
[~ | 0/McDaonald Chris 00.00 00.00 00.00 00.00 00.00
[~ 0 OpelStephen 433-23-9209 00.00 00.00 00.00 00.00 00.00
[~ | 0/Oshomnwanda 418-21-9383 00.00 00.00 00.00 00.00 00.00
" 0 Peck Cathy 337-469279 00.00 00.00 00.00 00.00 00.00
[~ | 0|Richards Robert 244-369126 00.00 00.00 00.00 00.00 00.00
v 5 Woodward Kristies 151-44-9045

112.00 42.00 16.00 00.00 00.00 170.00

[

& Display Totals for Al Employess — © Display Tatals for Selected Employess
Emplovess: 12 Selected: 4

HEN| h 9: Preparing Time Card Runs OO
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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.

O Ch 9: Preparing Time Card Runs O
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Viewing Time Card Data ........cccooiiviiniiniiniiniiniiiiiiieniiesnessesnesnessessens

Work Weeks
Overlapping

Workweek 1
Workweek 2

ooOoo

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.

May 2002
Sun Mon Tue Wed Thur Fri Sat
1 2 3 4
? 8 9 10 1
12 13 4 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

ooOoo

You may export time entry data two different ways in Optima 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

m Time Card Runs

=) i ? H]
Mew Run  Edit Run  Delete Frint  Export  Help  Cloze
Run Date © |F|un Name |Clealed By |Balch State |me |To
08/13/2003 08052003 to 05112003 Supervisar In-Process 08/05/2003  08/11/2003
07M14/2003 07062003 to 07122003 Supervisor In-Process 07/06/2003 07AM2/2003  Manager Lock
061042003 06012003 to 06072003 Supervigar 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

* - Optima 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

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

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

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

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

1. Open Quickbooks.

2. Open Optima Time Clock. Check your version number by going to Help > About.
You should have at least v1.4.1.1 or higher before continuing.

3. From within Optima Time Clock go to Time Card Runs and select Export.

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

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

6.  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 Optima Time Clock it will ask you again for
access.

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

8.  Click Save after making any changes.

9. 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.

m Time Clock Export

FE&X

Export Time Clock Export Type 2 4
Data Screen f* SingleFile " Relational Files Export Héh) [Tk
Select Employees to Export
=1 Iv &l Locations & Departments
+}-[W Denver Location
+-Iv Fort Lauderdale Location
+}- Loz Angeles Location
#4-[V Miami Location Job Status Filter
b Mew York Location v Ful Time W Part Time
+}- Rapid City Location -
+}- Seattle Location Employes Status FI|lE[.
v Active [ Indctive
Expand Tree | Collapze Tree | [ Teminated
I Select Employee Data Fields to Export I
Available Fields: Fields to Export [In Export Order]:
DEFP&RTMENT ~
FIRSTHAME b
HIREDATE ﬂ ﬂ
LAS TNAME
LOCATION S ¥
MIDDLENAME b
I Export Time Clock Data I
[ Export 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.

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

2
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.

W

If needed, select the Export Hours Worked option with a date range.

o

If Export Hours Worked is selected you can select to Export Punch Changes
option.
7. Click Export.
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Chapter 10:
Using Reports

Optima Time Clock includes several powerful reports to help you manage employees
and prepare for payroll. For additional reports, please try Optima Confidential
Employee Record, which offers you the power of additional employee information

tracking.

Chapter Contents:

REPOIT LISt c.ocuiiiiiiiiiiiiiicinirctncrcrccre e 108
Report Interface FEatures ... 108
Employee Summary Report ..., 109
Employee Anniversary Report ..., 109
Hours Worked Report ... 109
Deleted Time Entries REPOrt ... 110
Work Schedules Assignments Report ..........ccoovicciirinince, 110
EXceptions (PUNCH) ....c.cccovvnnnnirecccccccceeeeeeeeeeeeeenenes 110
Exceptions (HOUFS) ..ot 111
Time Cards REPOIt ..o 113
Time Card Runs Report ... 113
Time Card Runs (Extended) REPOTIt .....coveveveveucucucccrcccenenne 114
REMINAErS ...t 114
ID BadEES ..ceviiiieiiciciciiitittcieeeecttse e 114
Table Listings ... 116
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Report Interface Features
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Here is a list of the reports you can run:

VVYVYVVVYVYVYVYVYYVYYVY

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

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.

O O ooo O
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Employee Summary Report

Employee Anniversary Report

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

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

The Hours Worked Report shows
regular hours, overtime hours and total
hours. You may select specific employees
by date range.

HR+Ware Optima Time Clock™
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Deleted Time Clock Entries REPOrt .........cccoeveiriiuiiiireiiiieiiinsneinisecrisnessssneesssnenens

The Deleted Time Clock Entries
Report shows entries that were deleted
along with the reason, comments and R
login name of the person deleting the
record.

Work Schedules Assignments REPOrt ........cccoevvueiiiiuiiiineiiinineiiiieirineciisnneesisseensnnne

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

EXCePtions (PUNCH) ...ccuuiiiiiueiiiiiiiiieiiiiicinietisettnnaetsssessssaessssssesssasssssssessssnsesas
Exceptions are broken down into two separate reports: Punch Exceptions and Hours
Exceptions. The Punch Exceptions report allows you to report on eartly or late clock in
and out punches. You may even report on actual clock in/out time ot 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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m Optima Time Clock

. File View Settings Reports Help
Punch Exceptions Report 5 « (Do titha
JAttendance | ords e Cloc!
Pane o
w Employee Select -} Punch Exceptions I
Employee Detail Browse | TreeView [} N +E ?
& 1n/0uBoad S e Previsw  Print  Printer Custom  Help
& Reminders Fepart Date Range From: [03/21/2003 | Te: [09/27/2003 |
0 Reports
; o« » | e souadbpL | [ Time Used For Pepar
0 Time Clock Access - 5 Reported " Rounded
Last Name / |First Mame ~
0 Time Clock Entries
i ams Neil Punch exceptions in minutes
@ Time Card Puns = Ausin Bily In Ealy [15 = W lee [15 =
I Clifton Kelly
I~ Dawson Rence Out W Ealp 15 3 Wlae |15 %
[~ Handy Ed
I Kail v Work Schedule(s) Wesk Dayls]
I KeiGer Randy [™ Filter on “Work 5 chedule(s] [ Filter on Day(s]
I Makawski Debarsh 1st Shift A~ Sunday ~
I~ McCalla Tracy I Shift 3:00 - 5:20 Monday g
4 Tuesday
I McDonald Chris
‘wednesday
[~ Opel Stephen < > T a2
I Osham Wianda
[~ Peck Cathy :
Grauping Options
Recent ping Lp!
_ J;:)Z:Zﬁ; g E:;Z: e N | onaimene UM (S hor: GrodnTeis
Time Clock Access ) ) Export Options
Time Clack Entries [# Disable Headers On Export
Display Options.
< 5 X v Show Social Security Number on Report
Employee Meil R Adams Hire Date 03/25/1996 Active

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

(5 Col el o110 0 T (0T S
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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m Optima Time Clock
File View Settings Reports Help

\ Records

yAttendance

w Employee Select —| Hour Exceptions I
Employes Detail

Browse | Treeiew [} N +E T
0 In/0ut Board Sermaiteris Preview  Print  Printer  Custom  Help
8 Feminders Report Diate Range From: [08/21/2003 | Ta: [09/27/2003 v |
@ Repats 4 | e coedpgl, | Timesseeplions inhous
@ Time Clock Access ST e [ Total Hows Over N
7 |Fi 2
&8 Time Clock Entres etk "SNa’“e 2 | W Forwesk [ Total Hous Under
ams e
0 Time Card Runs e Billy L_Shclon
I Cifton Kely Bl e
W e Renee [ Filter onWork Scheduls(s)
I Handy Ed 15t Shift ~
™ Karl Matthen 2nd Shift 300 -5.30
I Kleiner Randy 3rd Shitt 930 - 00
I Makowski Debarsh Geneic 15 min
I MeCalla Tracy Generic & min
[~ McDonald — Chiis i M
[~ Opsl Stephen 2 3
I Osham Wianda
I Peck Cathy .
Grauping Options
Recent ping Hp!
J’: \F‘M‘Z';Zﬁ;d ::;'Z: ¥ Location [V Depaimert [@ Show Group Totals
Punch Exceptions o Export Optiores
Time Clock Access v Disable Headers On Export
Time Clock Entries
Display Options.
= 5 [ I Show Social Security Number on Repart
Employee Meil R Adams Hire Date 03/25/1996 Active

optima

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.

O Ch 10: Using Reports O

onOonO iy 112



oono oono oono HR<Ware Optima Time Clock™

Time Cards REPOIt .......coivveiiiiiuiiiiieiiinntiiietiinnttssattssssesessaeesssssssssssssssssessssssssssns
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.

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 .....coovveiiiiuiiiiieiiiiiiinietiiintiniaetsennesessasesessssssssasesssssssssns
The Time Card Runs Report shows N
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 teport 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)

Reminders

ID Badges
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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.

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

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

HR+Ware Optima Time Clock™
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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 Adiustmentsl
Layout Tab S —
v Pr?nt Title Badge Tile—— ~Mame Fomal { EMPILOYEE
Iv Piint Department & EMPLOYEE & Last, First " Suzan Atkins
[ Frint Emplayes D Style 1 = TEMPORARY  First Last P Raprranatie
I Print Employee | Style 2 " GUEST
[~ PFiint Location i NOME
¥ Piint Picture g.weil
Iv Print Company Logo Jv Print Company Mame G. Meil Direct Mail. Inc. 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.
Optima 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.
Layout F'rintStockI Label .ﬂdiustmentsl
ID Badges :
Barcode Tab I~ PFrirt Barcode
Barcode Type
" Cade 128 " EAN13 " ITF with check
& Code 39  EANS " Post Net
" Code 39 with check ¢ ITF " UPCA 1
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 Optima
Time Clock and Optima Confidential Employee Record.
D Badges Print La}loutl Barcode ILabeIAdiustmentsI
Stock Tab SHe e T Emeeovee]
* G.MNeillD Badge e
£ Avery 5390 ; G
 fwery 5395 e

¢ Card Stock g’qeil

G. Meil Direct Mail. Inc.
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Chapter 11:
Database Maintenance

This chapter discusses how to maintain the Optima 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 Optima Time Clock on another computer (even as a demo) and restore from

your backup.

Chapter Contents:

BaCKiNG UP ..ottt 118
Creating a Manual Backup from Within Optima ................... 119
Creating a Manual Backup from Within DB Monitor ........... 119
Scheduling Automatic Backups ..., 119
Restoring from a Backup ..o, 120
DB MORNITOT ..ottt 120
Clearing ConNNECtioNS ......c.ccccceiiininininiriiicccceeceeeeeeeaenee 121
Performing Maintenance and Repairing the Database ........ 121
DB Maint ...ccviviiiiiiiiiiiiiccse e 121
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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 Optima 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. You may also set up the DB
Monitor to automatically back up at assigned times.

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. A Restore may only be done through the DB Monitor.

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 Setver or Standalone Computer 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 Optima
To perform a manual backup from within the Optima program, follow these steps:
1. From within Optima, go to File > Maintenance > Backup > Backup Database.

2. If you are running the backup utility from the Server or at a local PC where the
database resides (Standalone), you will have the option to select where you want to
backup to. If you are running the backup utility from a Client (Optima client intall),
it will automatically run the backup, saving the data where the database resides.

Creating a manual backup from within DB Monitor
To perform a manual backup from within DB Monitor, follow these steps:

1. Open the DB Monitor program by going to Start, Programs, G.Neil Optima, and
clicking on DB Monitor.

2. Enter your login and password. If you do not have access to the DB Monitor
Backup feature, you will need to see your Administrator.

3. Click the Backup Tab.

4.  Click Yes to the message, “Do you want to perform a sweep after the backup
completes?” Note: A Sweep is a maintenance feature that keeps the database
working at peak performance.

5. Click OK at the Select Directory screen. It is highly recommended that you keep
the default location. Note: You may only back up to the Server or standalone
computer where the database resides.

6. Click Close when the backup is complete.

Scheduling Automatic Backups
To create a scheduled backup, follow these steps:

1. Open the DB Monitor program by going to Start, Programs, G.Neil Optima, and
clicking on DB Monitor.

2. Enter your login and password. If you do not have access to the DB Monitor
Backup feature, you will need to see your Administrator.

Click the Backup Tab.
Click New Backup.
Enter the Backup Type by selecting Daily, Weekly or Monthly.

Enter the military time when you would like the backup to take place.

Moy R

It is recommended to keep the other default settings of Performing Sweep and the
path of the backup. A different backup will be created for each scheduled backup.
Note: The name of the backup will be: [Type]_Backup_[mm-dd-yyyy]_[time] to
distinguish it from other backups. For example, Weekly_Backup_08-02-2001_2300,
or Monthly_Backup_09_01_2001_1700.

8. Click Save. The backup will be performed within a minute of the scheduled time.
Note: The Server or standalone computer where the database is located must be
turned on for the backup to complete. If the computer is not on at the scheduled
time, the DB monitor will try to create the backup the next time it is opened.
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Restoring from a Backup

Remember, restoring a backup will overwrite all data in the current database. Restore
may only be run from the DB Monitor on the Server or standalone computer. To
restore, follow these steps:

1.

® N s

Go to the Server where the database files are located. (Restore cannot be done
from a Workstation.)

Open the DB Monitor program by going to Start, Programs, GNeil Optima, and
clicking on DB Monitor.

Enter your login and password. If you do not have access to the DB Monitor
Restore feature, you will need to see your Administrator.

Click the Restore Tab.

Click the database to restore.

Click Browse and double-click the backup you wish to restore.
Click Start, Restore.

After Restore is complete, click Hide to minimize the DB Monitor.

You may open the program to see your restored data.

(D3 30,% U0 1 11 (o) SRR

Go to Start > Programs > GNeil Optima > DB Monitor.

ooOoo

The DB Monitor allows you to change the Server Name and Database Path, Backup and

Restore your database, view database information and clear inactive connections. It will
also show you what Optima version each client computer is running. This is good to
make sure everyone is on the same program versions.

Feature Description
Settings This allows you to change the Server Name and Database Path.
Backup This allows you to set up a backup schedule or backup now.

See above for creating a backup.

Backup History This shows all backups completed. You will need to manually

delete old backups from within Windows Explorer.

Restore This can only be done from the same drive where the database

resides. For example, if the database was located on a Server,
the restore could only be done FROM the Setvet, not from the
Client Workstation. See above for steps on restoring.

Information This allows you to view how many users are connected to the

database and where the current database is located. The Server
Version information is the version of Interbase (database).

Statistics This gives information on the database. Normally, you will not

need this information.
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Feature Description
Connections This allows you to view who is connected and any
inactive connections that need to be cleared.

Clearing Connections
Go to Start > Program Files > GNeil Optima and select DB Monitor.

To clear a connection, follow these steps:

1. Make sure that all users are out of all Optima programs.

2. From the Connections Tab of the DB Monitor, click on the Refresh button and
make sure that all Computer Names have a “N” under Active Connections.

3. Click Clear Inactive Connections. This will clear all connections listed with an
“N” under Active Connections.

Performing Maintenance and Repairing the Database ...........cccccovevurinuiinurinnrennnnnne

o

)

IM®)
Caution!

ooOoo

The DB Maint is different from the DB Monitor. The DB Monitor utility allows you to
view current connections, backup and restore, and view backup history. The DB Maint
utility allows you to perform maintenance and attempt to repait a corrupted database.

DB Maintenance Utility

To run the DB Maint utility, go to Start > Programs > Gneil Optima > Maintenance
> 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 Optima database
(about once a month) by running the Optima maintenance utility called DB Maint. DB
Maint will perform some maintenance procedures on the Optima 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
recovered by a current backup. We strongly encourage running backups within Optima
or DB Monitor, even if the database is on a Server that gets the whole drive backed up
daily or on a Standalone computer.
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Database Repair

If you can’t open the Optima 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 Optima > 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 Optima 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 Optima programs. Any changes made to system during the running of the DB
Maint utility will be lost.

DB Maint Screen [ElDatabase Maintenance [_ O[]
File Help
BBSENCECLASSES 3 Recards 2]
ABSEMCECODES 23 Records

. BBSENCEIMAGES 23 Records
Status Window ————|ACCIDENTS 0 Recards

ACCRUEASSIGN 324 Records
ACCRUECUSTOM 59 Records
ACCRUELEVEL 26 Records
BCCRUEPLANS 11 Records
ADDRESSES 104 Records
T CONHOURSWORKED 2 Recoids
1] |

Enars:

_'lj
with mizsing CODES records for field SALUTATIONCODE ;I
J

Status of Errors ————————he process will set PERSONS SALUTATIONCODE ta nul
far each record with missing CODES records.

Start | #< Cancel | F‘lint | Copy | S‘:ﬂClosa |
Progress Bars — L L]

Status Bat ———— |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 Optima database.)
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Chapter 12:
Using Custom Reports

Chapter Contents:

OVEIVIBW ..ottt 126
SOrt and Filters ..ottt 128
Edit/Design SCreen ... 131
TOOIDArS ..o 131
Standard Report Bands ..., 133
Script Language Guide ... 147
Creating Reports Through Other Software ..........cccueuuueeee. 155
Setting Up a Guest USEr ... 155
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This chapter will introduce you to all the tools for creating and editing custom reports.
See Appendix C for tutorials on Modifying a Custom Report (page 175) and Creating a
Custom Report from Scratch (page 181).
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OVEIVIBW ...eeeriiiieiicniientenienteetestee e ssaesstessaesssesssesssssssnessssssnessnesssessaessasssasssaanns
Optima Time Clock includes an enhanced custom-reporting tool called Report Runner.
Report Runner allows you to customize most of the reports that are currently included
with Optima Time Clock and lets you create your own teports from scratch. Note: See
Appendix C for a tutorial that will walk you through editing and creating reports.

1~,|2 You may access Custom Reports by following these steps:

1. Click the report you would like to customize. For example, from the Reports menu,
select Employee Summary.

2. From the report interface window select Custom Reports. This will bring up the
custom report interface.

E[iuslom Report - Employee Summary Template |_ (O] ]
& = & N B
Custom Report Hew Repart | Edit Repart Freview Fririk Prirter 5 etup Help Cloze

Interface

Feport Mame

Master Filter:
nmary Termplat X
Employees: Active

Hire Fange: All

Include: Full Time Part Time
Group on: Location D epartment

Cusgtorn Sort Fields Custom Filters

03 ILocation,Departmen VI 0y Im vl

£ | |Location £h | [Mone
Department
i} i}

‘m‘ Delete | &3 Henamel [~ Make this report available to everyone Wiew Data |

| /

Above is the custom report interface. Each portion of this screen is described below.
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Feature Description
Report Name Shows the name of the template. The type of

report that is currently in effect is “Employee
Summary.” All custom repotts created and/or
modified will have access to data specifically
designed for the selected report.

Master Filter

This shows the settings carried over from the
main report screen. All filters EXCEPT the Show
Social Security Number on Report and
Disable Headers on Export will come over.

Action Buttons

a. New — This creates a new report; the “create
new report” wizard will start.

b. Edit — The selected report will be loaded into
the report designer screen.

c. Preview — This allows you to view the report
before printing.

d. Print — This allows you to print the selected
report.

e. Printer Setup — This allows you to change
your printer settings.
Help — This displays the help for this screen.

g. Close — This exits Custom Reports and
returns to Optima Time Clock.

Other Buttons

a. Delete — This deletes custom reports that
have been created. You may not delete the
master template.

b. Rename — This allows you to rename custom
reports that have been created. You may not
rename the master template.

c. Make this report available to everyone — If
this box is checked, this will allow the report
to be available to other users logging into the
program. Otherwise, only the person creating
the report will see it.

d. View Data — This will show the data that you
have selected according to the filter and sort
settings.
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SOrt and Filters ......coueeueemeeeeeeeeee e
From the custom report interface, you have the option to select which fields you want to
sort and filter on.

Sorting allows you to group by a specific field. Fields are referred to as data, such as Last
Name, First Name, Date of Birth, Location, Department, etc. You may create a sort by
Last Name, First Name or any other available fields.
Filters allow you to separate out specific fields on the report. For example, if you only
wanted to view employees from a specific department, you could create a filter for this
and only those employees from the department you specified will show up on the report.
Custom Sort Fields
—Custom Sort Fields
Create New Sort  —— % | |HleikE — Sort Name
. Firgtt ame
Bdit Selected Sort LastMame ——— Sort by Fields
Delete Selected Sort —l

To create a new custom sort, follow these steps:
1. Select a report from the Reports menu.
2. Click Custom Reports.

3. Select the appropriate report or click New to create your own.

4,  Click the NEW il button under the Custom Sort Fields.

5. Enter a name that will designate what type of sort this will be, such as Last Name or
SSN. Click OK.

6. Select which field(s) you want to sort on by either double clicking on the field or
clicking once on it and clicking the right arrow button. The sort order will be
designated by which field is at the top. For example, if you have selected to sort on
the Last Name and EESSN fields, with the Last Name field at the top, it will sort
first by Last Name and then by SSN on the report. You may change the order of the
fields by clicking on the UP and DOWN buttons.

7. Click MAKE DEFAULT. This keeps the sort settings assigned to the selected
report.

8. Click OK.

9. See below for setting up custom filters.

10. Click EDIT or PREVIEW.

See Appendix C for a tutorial that will walk you through editing and creating reports.

ooao N Ch 12 Using Cusiom Reports ___JIll onOonO iy 128



oono

ooad

Custom Filters

This feature allows you to filter on one or more fields. The filter drop-down box allows
you to select saved filter settings.

oOoo

HR+Ware Optima Time Clock™

—Customn Filbers
Create New Filter _____ | [% IS:::ftware D - Filter Name
Edit Selected Filter Department="Software De Filter
Delete Selected Filter _‘m‘
Custo Filter Ecwton repors s BB
Field Operatar Walue
DOH = =l =]
EESSN i
e p_| 7l
FullH ame
DOE -
Hours
Status A
Edit | bl Dell Test |
Feature Description
Field This allows you to select the field to filter on.
NOTE: These are the only fields allowed.
Operator a. = equal to
b. > greater than
c. >= greater than or equal to
d. <less than
e. <= less than or equal to
f. <> notequal to
Value This allows you to enter a field name to filter on.
AND This enters the statement. Click “AND” or “OR”
after each statement you create.
OR This allows you to set an OR statement (this OR
that).
() This allows statements that need to be done first
such as in Math calculations (a+b)-c.
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Feature Description
Edit This allows you to edit a line.
Del This allows you to delete a line.
Test This will check for correct syntax. NOTE: This only

checks to see if the syntax is correct. It does not
check to see if the syntax will work correctly.

Make Default This makes this filter the default filter for the selected

report.

To create a new custom filter, follow these steps:

1. Select a report from the main menu.

2. Click Custom Reports.

3. Select the appropriate report or click New to create your own.

4. Click the NEW button next to Custom Filter.

5. Enter a name that will designate what type of filter this will be, such as SSN. Click
OK.

6. Click the drop-down arrow for Field and select a field to filter on.

7. Click the drop-down arrow for Operator and select the type of filter.

8.  Click the drop-down arrow for Value and enter a value.

Example: Select “LastName” for the Field, select “=" for the Operator, and enter “A*”

for the Value. After clicking “Make Default” and OK, when the report is previewed, it
will show all names that start with the letter “A”.

9.

10.
11.
12.
13.

Click “AND” to set the query. This will bring it into the window.
Set any other queries as needed.

Click Make Default.

Click OK.

Click Preview to show your settings.

TIP: If you have several lines in a query and you delete the first one, make sure the top
one doesn’t begin with AND.
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Edit/DeSign SCrEeN .....ccuueivuiiiuiiiiuiiiiiiiitiiitinecnnetnneesseesseessseessseessseessssesssesssseses
You can create your own customized report from the data provided for each report type
by clicking on the New button from the Custom Reports main window. When the
design screen appears, you are presented with the Report Wizard. The report wizard
walks you through the process of creating a basic report. If you wish to learn how to
create your own report, a step-by-step guide to creating a report from scratch is provided
in Appendix C (Custom Report Tutorial # 2).

Custom Reports Design

File Edit ¥iew Bepot Help

Screen =
DB &8 B | L 2= i 0 it e ]

Report ‘IAnaI v” il Vl B/fU &=

el lthisal bbb sl vl el vl el ot O e el gl bed Dol buncA el o

2 B 4 H 5 ? B a 10 1 12 15 14 15 1

EESSH
= K | - LastMame
1 - FirstN ame
A 1 - FullM ame:
! ..DOE
.. DOH
- Hours
- Shatuz
3 ' - Groupl
! - Group2 -
- Title

- Location d

0

The above picture shows Custom Reports’ main design screen. This is the screen where
you will be modifying or creating custom reports. The toolbars are described in detail
below:

TOOIDAIS eoeeeeeiieeiiieiieiiiteereeerteeereeerseceseessescssessssssssssssssssssssssssssssssssssssssssssssssnssssssses

Dol AR XBMH B0 2 0T f4 0 -

o

[ il Fljo =l B £ U &
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You can change many report element properties directly with the toolbar instead of using
the element’s property dialog. Additionally, you can use it to modify multiple elements at

oono

once.

=4
]
r . .
These buttons are for creating a new report and saving a report.

Bs
= Use these buttons to print the report or to view print preview.

b i
With these buttons, report elements can be cut to, copied to or pasted

from the report designer’s clipboard.

These buttons are used to set a report element to the background or bring it

in front of all other report elements, in case of overlapping elements.

=TT T2 - dFu 2] ]
e = T i J*

bl T S —=|" 1|5 I | I Report elements can be arranged
with these buttons. Some of the buttons are only enabled when multiple elements are

selected (for example to align the left edges).

I ra J I J _|;|_| Here you can set font and font

styles of the selected report elements (font name, font size, bold, undetline, italic).

-. These buttons are for aligning text within a report element. Text can be

aligned left, right or centered. Of course this only makes sense if the report element’s

size is bigger than its text and if “autosize” is deactivated.

With this button, you can open a dialog to set the frame options for the selected

element.

h mﬁ?&‘s%&m_ﬁ

[E EBAND CHLD =

These buttons run down the left side of the design screen.
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Report Elements

Each button is used for adding report elements to the report. To add an element to the
report, you must click its button and then click on the report where you want the
element to be inserted. Of course you can still move a report element to another position
later.

Standard Report Bands ........c..cevvueiiiiuiininiiinniinnnntiniiecineccnneeceeesneessnseesnne

am]
ma]
o |
=]

|

ooOoo

All standard report bands are added with the same button (see above). The band type is
selected with the band’s property dialog.

The following band types are available:
»  Title: The title band will be printed on the first page of the report as a reportt title.
» Page header: The page header is printed at the top of each report page.

» Column header: The column header is used with reports that have multiple
columns (can be set with “Report | Options”).

» Detail: The detail band is the most important report band. It is printed once for
each data record from the main report table.

» Group footer: The group footer is printed at the end of a group, before a new
group starts. You can find more information on groups at the chapter describing the

group band.
» Summary: The summary band is printed at the end of the report, after all data
records have been printed.

» Page footer: The page footer is printed at the bottom of each report page.

Report Band

The band properties for these bands are all set with the same property dialog. The
following options are available:

Type: Band type (See above.)

Color:
This defines the background color of the report band.

Print:
not on first page: prints the band only on the second page and following

not on last page: suppresses printing of the band on the last report page

odd-page numbers only: only prints the band on odd-page numbers

>

>

» even-page numbers only: only prints the band on even-page numbers

>

»  at bottom of page: moves the band to the bottom of the page before printing it
>

force new page: starts a new page before printing the band
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» force new column: starts a new column before printing when using reports with
multiple columns

Only print band if expression is true:

An expression can be used to determine whether the band should be printed or not. The
expression must have a logical result of “true” or “false.” Press the button on the right
side of the expression edit line to use the expression expert.

Frame:

A frame or single frame line can be drawn around the report band. You can select which
lines should be drawn, in which color, style and width.

Child Band

A child band is a band which is attached to another report band and which will always be
printed below its parent band. This way you can print an additional band after each detail
band, for example. The advantage of using child bands instead of just resizing the parent
band to make room for more report elements is that there can be a page break between a
band and its child, if needed, and the child band can be printed independently from its
patent band, even if the parent band is not printed.

You must use child bands if you have report elements with “Autostretch” set to true and
you want to print element below such auto-resizing fields. In this case, place all the
elements that should be moved down automatically because of autostretching elements
before them on a child band.

The following options are available:
Parent Band: The band to which the child band is attached.

Color:
This defines the background color of the report band.

Print:

not on first page: prints the band only on the second page and following
even-page numbers only: only prints the band on even-page numbers
odd-page numbers only: only prints the band on odd-page numbers

at bottom of page: moves the band to the bottom of the page before printing it

force new page: starts a new page before printing the band

YVVVVYVY

force new column: starts a new column before printing when using reports with
multiple columns
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Only print band if expression is true:

An expression can be used to determine whether the band should be printed or not. The
expression must have a result of “true” or “false.” Press the button on the right side of
the expression edit line to use the expression expert.

Subdetail Band

A subdetail band is a sort of detail band, but it is subordinate to the real detail band. For
example, if you want to print a list of audio CDs, and for each CD a title list should be
printed, you would use a detail band for printing the CD names and connect a subdetail
band to the titles dataset, so separate lists of titles are printed below each CD name.

The following options are available for the subdetail band:

Table:
This is the dataset that is used by the subdetail band.

Color:
This defines the background color of the report band.

Master:

The master is the table superior to the subdetail table. For each record in the master
table a subdetail list is printed.

Only print if expression is true: see Standard bands.

Print

> Before master-detailband: prints the subdetail records before printing their master
record from the detail band

» At bottom of page: moves the band to the bottom of the page before printing it

» Print header/footer even if dataset is empty: header and footer bands of the
subdetail band will be printed even if there are no subdetail data records to print

» Force new page: starts a new page before printing the band

> Force new column: starts a new column before printing the band (when using
reports with multiple columns)

Headerband:

This band is printed as a header before the subdetail data records are printed.
Footerband:

This band is printed as a footer after the subdetail data records have been printed.

Frame: see Standard bands.
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Group Band

A group band is used to structure data into groups of data records. For example, if you
want to print a list of addresses, you can add some space before each new first letter
starts and insert some caption, or you can group addresses by city or state.

Example

Internally, groups are handled the following way: Before printing a data record, the
report engine checks if the expression result of the group band is different from the last
data record’s expression result. If this is the case, the group band will be printed, or else
it won’t. This way data can be grouped with great flexibility, because you can use the
expression for nearly any kind of calculation.

The following options are available:

Master:

Defines which is the master band for the group. This can be either the detail band or a
subdetail band. The group is checked each time the master band is printed.

Color:
This defines the background color of the report band.

Expression:

This expression determines whether a group band is printed or not. The band will be
printed each time the result of the expression changes.

Print
»  at bottom of page: moves the band to the bottom of the page before printing it
» force new page: starts a new page before printing the band

» fotce new column: starts a new column before printing when using reports with
multiple columns

Footerband:
This band is printed at the end of each group, before the next group band is printed.

Frame: see Standard bands.
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The following picture shows a report with a group band (the bold printed single
character is located on the group band) and a report without a group band on the right
side.

LastName FirstName LastName FirstName

B Baldwin Janet
Baldwin Janet Bender Oliver H.
Bender Dliver H. Bennat Anin
Bennet Ann Bishop Dana
Bishop Dana Brown Kelly
Erown Kelly Burbank Jennifer M.
Burhank Jennifar M. Cook Kevin

c De So.uza Roger

) Ferrari Roberto

Cook Kevin Fisher Pete

D Forest Phil
De Souza Roger =lan Jacques

F Green T
Ferrari Roberto Guckenheirmer hark
Fisher Pete Hall Stewart
Forest Phil Ichida Yuki

Elements and FICIAS .....ouevvenieeeireiiiiiiieiiiteireeirnereecereersesessssssssssesssssssssssssssssssssssssns
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Label

A label is for printing static text, i.e., text that is printed exactly like it is displayed during
report design.

The following options are available:
Text:

This is the text that should be printed. You can only type in one line of text. Memos can
be used for multi-line text.

Rotation:

Use this to rotate your text. Rotation can be set to anything between 0 and 360 degtees.
90 degrees means displaying the text vertically, for example.

Font:
Selects the font for the report element.

Color:

Defines the background color for the report element (the font color can be set with the
“Font” button).
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Alignment:
The report element’s text can be aligned left, right or centered.

Automatic word-wrap:

Set this option if you want the text to wrap to the next line if it does not fit into the
given width (similar to a word processor software).

Transparent:

The report element’s background will not be printed if this option is activated. This way
you can place text on top of an image, for example, without hiding the image under a
white box with text.

Autosize width:

This option resizes the report element to make room for its complete text. If “Autosize”
is not set and the text is larger than the element size, text will be clipped off.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.

Memo

A memo is used to print text that has more than one line. Just like a label a memo
displays text in one color and font. If you want to use formatted text, you can use a
Richtext field.

The following options are available:

Text:
This is the text that will be printed.

Font:
Selects the font for the report element.
Color:

Defines the background color for the report element (the font color can be set with the
“Font” button).

Alignment:
The report element's text can be aligned left, right or centered.
Automatic word-wrap:
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Set this option if you want the text to wrap to the next line if it does not fit into the
given width (similar to a word processor software).

Autosize width:

This option resizes the report element to make room for its complete text. If “Autosize”
is not set and the text is larger than the element size, text will be clipped off.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.

Image

An image element is a bitmap from a BMP file that is inserted into the report.

While a datafield is for displaying text from a database record, you can use this report
element to display images that are stored in a database.

The following options are available:

Datafield:

The field that contains the image (if there is no bitmap in this field, nothing will be
printed). If the datafield property is set to a database field which is not of type "bitmap,"
the report engine will try to find a bitmap file whose name equals that of the data field's
content and load it.

Stretch picture automatically:

Activate this option to stretch the picture so it fits exactly into the report element’s size,
or else the picture will be cut off if there is not enough room, or space will be left empty
if there is too much.

Center picture:

If the report element is bigger than the picture and the “Stretch” option is not activated,
the picture will be centered in the report element instead of being placed in the top left
corner.

Alignment:
Aligns the image on the report band.

Shape

This report element can be used to draw (horizontal or vertical) lines, circles and
rectangles.
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The following options are available:

Type:
Selects the shape, which can be a circle, rectangle, horizontal line, vertical line or
top/bottom and left/right lines.

Brush:
> Style: different styles to fill a circle or rectangle
»  Colot: the color that is used to fill the shape

Pen:

Width: line width of the shape
Mode: various line drawing modes
Style: solid, dotted or dashed lines

System Field

This report element is used to display vatious system data like current time or date, page
numbert, etc.

Available options:

Text:

This text will be displayed before the actual system data. For example you can use the
text “Report printed on:” when printing the current date.

Type:

The type of system data to print. The following types are available:
Date: the current date when printing the report

Time: the current time when printing the report
Date/Time: the current date and time

Detail count: total number of data records

Detail number: number of the current data record

Page number: current page number of the printout

VVYVVYVYY

Report title: the report title which can be set via “Report | Options”

Autosize width:

This option resizes the report element to make room for its complete text. If “Autosize”
is not set and the text is larger than the element size, it will be clipped off.
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Transparent:

The report element’s background will not be printed if this option is activated. This way
you can place text on top of an image, for example, without hiding the image under a
white box with text.

Font:
Selects the font for the report element.

Color:

Defines the background color for the report element (the font color can be set with the
“Font” button).

Data Field

A datafield displays data from the report table. This can be numerical data, characters or
multiple lines of text.

The following options are available:

Data field:
Select the data field you want to print.

Alignment:
The report element's text can be aligned left, right or centered.

Format:
Numerical data fields can be formatted by setting a format definition.

Font:
Selects the font for the report element.

Color:

Defines the background color for the report element (the font color can be set with the
“Font” button).

Automatic word-wrap:

Set this option if you want the text to wrap to the next line if it does not fit into the
given width (similar to a word processor software).

Transparent:

The report element’s background will not be printed if this option is activated. This way
you can place text on top of an image; for example, without hiding the image under a
white box with text.
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Autosize width:

This option resizes the report element to make room for its complete text. If “Autosize”
is not set and the text is larger than the element size then text will be clipped off.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.

Suppress printing of repeated values:

Activate this option if you do not want to print data fields with the same values
repeatedly. The report engine will only print the data field for the first data record, and
leave all following prints of this data field empty if the field’s content hasn't changed.

Suppress printing if value of data field is 0:
This option suppresses printing of numerical fields if their value equals zero.

Reprint on new page:
If you have activated “Suppress printing of repeated values”, you can use this option to

reprint a field if a new page starts, even if it would be suppressed normally because of
equal values.

Reprint on new group:

Same as “Reprint on new page” but for groups.

Image from Data Field

While a data field is for displaying text from a database record, you can use this report
element to display images that are stored in a database.

The following options are available:

Data field:

The field that contains the image (if there is no bitmap in this field, nothing will be
printed). If the data field property is set to a database field which is not of type “bitmap,”
the report engine will try to find a bitmap file whose name equals that of the data field’s
content and load it.

Stretch picture automatically:

Activate this option to stretch the pictute so it fits exactly into the repott element's size,
else the picture will be cut off if there is not enough room, or space will be left empty if
there is too much.
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Center picture:

If the report element is bigger than the picture and the “Stretch” option is not activated,
the picture will be centered in the report element instead of being placed in the top left
cornet.

Alignment:
Aligns the image on the report band.

Expression Field

A calculated field (expression field) is used for displaying text or data that is calculated by
an expression or formula. You can do numerical calculations, string manipulations,
concatenate data fields and much more.

Expression:

This expression is evaluated each time the calculated field is going to be printed (see the
chapter on expression syntax).

Format:
Numerical fields can be formatted by setting a format definition.

Font:
Selects the font for the report element.

Color:

Defines the background color for the report element (the font color can be set with the
“Font” button).

Master:

If your expression uses any aggregated functions, you must link the “Master” property
to the dataset that will be used to update the expression. Each time a new data record
from this dataset is selected, the expression will be recalculated.

Alignment:
The report element’s text can be aligned left, right or centered.

Rotation:

Use this to rotate your text. Rotation can be set to anything between 0 and 360 degtees.
90 degrees means displaying the text vertically, for example.

N Ch 12 Using Cusiom Reports ___JIll oOood iy 143



oono

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

Autosize width:

This option resizes the report element to make room for its complete text. If “Autosize”
is not set and the text is larger than the element size, text will be clipped off.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.

Reset after print:

If you are using calculations like sums or counting of data record etc., you can use this
option to reset the value of the calculation to zero after the report element has been
printed.

Automatic word-wrap:

Set this option if you want the text to wrap to the next line if it does not fit into the
given width (similar to a word processor software).

Transparent:

The report elements background will not be printed if this option is activated. This way
you can place text on top of an image, for example, without hiding the image under a
white box with text.

Richtext Field

The richtext element is a report element that can display multi-line text with different
fonts, colors and formatting. In the richtext property dialog, press the Edit button to
show a text editor with richtext editing capabilities.

Alignment:

Sets the text alignment if no alighment has been set with the editor.
Font:

Sets the font if no font has been specified with the editor.

Color:

Sets the text color if no color has been set with the editor.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.
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Richtext from Data Field

— This report element displays richtext from a data field. The following options are
I.TE available:

Data field:
Select the data field to use by the report element.

Alignment:

Sets the text alignment if no alighment has been set with the editor.

Font:
Sets the font if no font has been specified with the editor.

Color:

Sets the text color if no color has been set with the editor.

Autostretch height:

This option is for report elements with multiple lines, e.g., memo fields. The height of
the elements will be stretched to make room for all lines. If needed, the report band will
be stretched too.

Keyboard and Mouse Shortcuts ..........ccoceiviveiininueininneiinnnecinnnneinnnneeinnnesesneesessenens
The report designer can be used with the mouse most of the time. Some functions can
also be accessed with the keyboard:

Enter:
Show the element’s property form.

Cursor keys:

Move a report element.

Shift + Cursor keys:
Resize a report element.
Del:

Delete a report element.

Tab and Shift + Tab:

Select next or previous report element.
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Using the mouse

Select a report element:

Report elements are selected by clicking them with the left mouse button. A selection is
shown with eight small black boxes around the element:

Sampletexta  Sample 2
" ] -

Change the size of an element:

You can use the small boxes of a selected element to change its size. If the mouse cursor
is positioned over such a box, the cursor will change to show in which direction the
mouse can be moved while the left mouse button is pressed down. The element will be
resized accordingly. Please note that for report bands only the height can be changed,
but the width is set to the report width automatically.

Select multiple elements (a):

You can select multiple elements by holding down the [Shift] key while selecting them
with the left mouse button. This way the previous selection will remain when a new
element is selected.

I|ISample text I|ISample 2"
& - ) £

Select multiple elements (b):

You can also select multiple elements by using a so-called “rubber band.” Hold down
[Ctr]] together with the left mouse button and drag a frame around the elements that you
want to select. After releasing the mouse button, all elements within the frame are
selected.

Move elements:

You can move report elements with the left mouse button. Hold down the button, drag
the element to the desired location and release the mouse button. Report bands cannot
be moved because they ate positioned automatically according to their band type.
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Move and resize elements regardless of the current grid setting:

If you want to manipulate a report element regardless of the current grid (menu item
“View | Options”) and move or resize by one pixel, then hold down the [Shift] key while
moving the mouse.

Edit element properties:

If you double-click a report element with the left mouse button, or if you select “Edit”
from the element’s popup menu (which can be accessed with the right button), a dialog
will be shown where all element properties can be edited.

Script Language GUIde .........ecouiiiviininiinniiinniinniiinirinircnnninnecnnecssessnsesssesseessnes

ooOoo

Custom Reports comes with an integrated script language for creating “BeforePrint” and
“AfterPrint” event handlers at runtime. You can use it to design reports with various
special features and advanced calculations.

As a simple example, let’s say that you have a report printing a list of numbers, some of
which may be positive and some negative. Suppose you would like the positive numbers
to appear in Black and the negative numbers to appear in Red. For this you can write a
script for the detail band’s “BeforePrint” event from within the report editor (right-click
on the band after you have selected it and choose “Scripts” from the popup menu):
You would enter the following in the “BeforePrint” window:
if (Amount>=0)

SetFontColor(‘AmountDBText’,Black)
Else

SetFontColor(‘AmountDBText’,Red)
Endif

The above script will be executed before each line is printed. ‘AmountDBText’ is the
name of the text component which is linked to the Amount field in the dataset. It is
important to note that each component on the report must be given a name if you wish
to access it through a script. To give a component a name, right-click on the component
after you have selected it and choose “options.” The first field displayed is Name. This
is where you would enter a name for the component. The name that is entered here is
what you must use to access the component in script code.

Variables
Using Variable in Script Language

Variables are declared, set and get with functions. Variables are global, i.c., you can set a
variable in one event handler script and use it in another. You can even set a variable in
one report and use it in a second report executed afterwards. Vatiables are not initialized
to some value when a report is generated.
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SETVAR

To set a variable, use the SETVAR function with vatiable name and vatiable value as
parameter. SETVAR automatically creates a new variable if it doesn't exist, or else it will
overwrite the value of the given variable.

SETVAR(‘Temp’,This is a test string’)
SETVAR('Num',1000)
SETVAR(Flagl' TRUE)

GETVAR

To get a variable value, use the GETVAR function with the variable name as parameter.
The result type of GETVAR depends on what kind of vatiable (string, number, boolean)
has been created/set with SETVAR.

GETVAR('Temp")

IF (GETVAR(NUM')>0)
RETURN(FALSE)
EXIT

ENDIF

SETVAR(Num',GETVAR(Num')+1)
SetStringProp(QRLabell,GETVAR("Temp")+' III')
VAREXISTS

To check if a variable exists (i.e., has been created with a first call of SETVAR), use the
VAREXIST function with the variable name as patameter.

IF (VAREXISTS(Flag1')

ENDIF

DELETEVAR

To delete a variable from memory, use the DELETEVAR function with the variable
name as parameter. VAREXISTS will return FALSE for this variable afterwards.
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DELETEVAR(Templ)

Script Language Syntax Guide
IF...ELSE...ENDIF:

IF (Condition)
;ENDIF

IF (Condition)
:ELSE
;ENDIF

Note that between the "IF" and "(Condition)" there MUST be a blank. Do not place
commands on the same line as the IF statement, but only on new lines.

"Condition" can be any sctipt code expression returning TRUE or FALSE, e.g., "IF
(Weight>10)".

The lines below the IF statement until ENDIF or ELSE are the commands to be
executed if "Condition" evaluates to TRUE.

Examples:

IF (Amount*1.16>800)
OKBox('Warning: Amount including VAT is larger than 800")
ENDIF

IF (YesNoBox('Print report now?"))
RETURN(TRUE)

ELSE
RETURN(FALSE)

ENDIF

LOOP...ENDLOOP

LOOP
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ENDLOOP

You can place expression commands between LOOP and ENDLOOP, and when
reaching the ENDLOOP statement, the script will start again at the line below LOOP.
You can exit the loop only by using the BREAK or BREAKLOOP commands (see
below).

Example:

SetVar("Temp',1);

LOOP
SetVar('Temp',GetVar('Temp')+1);
IF (GetVar("Temp')>10)

BREAKLOOP
ENDIF
ENDLOOP

BREAK

BREAK has no parameters; it just exits from the current IF or LOOP block instantly,
continuing with the commands following the ENDIF or ENDLOOP statement. Note
that in the above example, break would only exit from the IF statement, not from the
loop.

BREAKLOOP

This is the same as BREAK, only that it exits from the current loop, no matter if
BREAKLOOP is used from within one or more IF blocks.

EXIT

EXIT has no parameters. It just completely exits the script execution instantly.

RETURN
RETURN(Expression)

RETURN sets the current scripts result (a result is needed for the BeforePrint event:
TRUE to confirm printing of the current band, FALSE to skip printing the band).
"Expression" must evaluate to TRUE or FALSE.

N Ch 12 Using Cusiom Reports ___JIll oOood gl 150



oono

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

Example:
RETURN(FALSE)
RETURN (Weight>10)

The second example would only print the band if the WEIGHT data field
greater than 10.

ElementExists(Name: String): Boolean
Checks if a report element with the given name exists.
Example: ElementExists('Labell")

SetBoolProp(ComponentName, PropertyName, PropertyValue)
Sets a boolean property for a component.

Example: SetBoolProp('Childband1','Enabled’,False)
SetBoolProp('MyShape', Enabled', True)

SetIntProp(ComponentName, PropertyName, PropertyValue)
Sets a numeric property for a component.
Example: SetIntProp('Band1',Height,200)

SetFloatProp(ComponentName, PropertyName, PropertyValue)

Sets a floating point property for a component.

SetStrProp(ComponentName, PropertyName, PropertyValue)
Sets a string property for a component.
Example: SetStrProp('Labell','Caption','This is a test)

GetBoolProp(ComponentName, PropertyName, PropertyValue): Boolean
Reads a boolean property from a component.
Example:
IF (GetBoolProp('DBTextl1','Enabled))
SetColor(DBTextl',Black)
ENDIF
GetIntProp(ComponentName, PropertyName): Integer

Reads a numerical property from a component.

Example: SETVAR('LastBandHeight',GetlntProp('DetailBand','Height'))
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GetFloatProp(ComponentName, PropertyName): Float
Reads floating point property from a component.

GetStrProp(ComponentName, PropertyName,): String
Reads a string property from a component.

Example: GetStrProp('Exprl','Caption’)

OkBox(Text: String)
Shows a message dialog with the given text and an OK button.

Example: OkBox('Fasten your seat belts')
OkCancelBox(Text: String): Boolean

Shows a message dialog with the given text and both an OK button and a CANCEL
button. Returns TRUE if the OK button has been pressed, FALSE otherwise.

Example:

IF (OkCancelBox('Print now?"))
Return(True)

ELSE
Return(False)

ENDIF

YesNoBox(Text: String): Boolean
Same as "OkCancelBox" but with "Yes" and "No" buttons.

InputBox(Title, Text, VariableName): Boolean
Shows an input dialog. The user must type in a value that is stored in the given variable.

Example: InputBox('Input start date','Start date:','VDate")

SetColor(Name, Color)

Sets the (background) color of the given report element. The color parameter is a
numerical value, but the following constants are available: Black, Maroon, Green, Olive,
Navy, Purple, Teal, Gray, Silver, Red, Lime, Blue, Fuchsia, Aqua, White. You can also
use the RGBCOLOR function (see below).

Example:  SetColor('Childband2',Yellow)
SetColor('Childband2',87123)
SetColor('Childband2', RGBColor(255,0,128))

RGBColor(Red, Green, Blue): Integer

ooao N Ch 12 Using Cusiom Reports ___JIll onOonO 152



oono

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

This function creates a color value for use with SETCOLOR and SETFONTCOLOR
from red, green and blue parts.

Example: RGBColor(64,0,0) (gives a dark red)

SetFont(ComponentName, FontName)

Sets the font for a given component.

Example: SetFont('Labell',' Arial')
SetFontColor(ComponentName, Color)

Sets the font color for a given component. Please see the description of SETCOLOR
above.

SetFontSize(ComponentName, Fontsize)
Sets the font size for a given component.
Example: SetFontSize("TitleLabel',24)

SetFontStyle(ComponentName, IsBold, IsItalic, IsUnderline, IsStrikeout)
Sets the font style (bold, italic, underline and strikeout) for a given component. Each

style is a boolean (true/false) parameter that must be set to TRUE for activating it.

Example: SetFontStyle(DBTextl,true,false,false,false)

Script Code Examples

Displaying column totals

Probably the most common use for the script code is to total a column. To accomplish
this is quite easy. Follow these steps to total a column. This example assumes you have
at least the following bands on your report: title or column header band, detail band,
summary or group footer band.

Add the following code to the “BeforePrint” event of the title or column header band:
SETVAR(‘COLUMNTOTAL, 0)

The above line simply creates a variable named COLUMNTOTAL and sets it to 0.
Add the following code to the “BeforePrint” event of the detail band:
SETVAR(‘COLUMNTOTAL’, GETVAR(‘COLUMNTOTAL’) + Tablel.COST)

The above line does the following: Sets the variable COLUMNTOTAL equal to itself
plus the COST field of Tablel (Tablel is the generic name of all Custom Reports
datasets). The above line of script code will execute once for every line of data in the

N Ch 12 Using Cusiom Reports ___JIll oOood iy 153



oono

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

dataset. Because of this, it keeps adding the cost to the running total of the
COLUMNTOTAL vatiable.

The next step is simply to display the COLUMNTOTAL variable in the summaty or
group footer band. Add an Expression field component to either the summary or group
footer band. Add the following code to the Expression field:

GETVAR(‘COLUMNTOTAL’)

The above line simply returns the value stored in COLUMNTOTAL and it is displayed
in the summary or group footer band.

Displaying Row Totals
Displaying totals across rows is somewhat easier than column totals and requires script

code to be added to only one event: the detail band. Begin by adding the following line
of code to the “BeforePrint” event of the detail band:

SETVAR(‘CROWTOTAL, Tablel. VALUE1 + Tablel. VALUE2 +
Tablel.VALUED3)

Substitute VALUE1, VALUE2, VALUE3 with the names of the fields you wish to add.
If you want to add more or less than 3 fields, simply continue the same pattern as shown
above.

The above line declares a variable named ROWTOTAL and sets it equal to the sum of
VALUE1 + VALUE2 + VALUE3. The variable now contains the proper total that
needs to be displayed. Remember that any code added to the detail band will fire once
for every record in the dataset. The above line of code will add the three fields for each
record. Add an Expression field component to the detail band. Add the following code
to the Expression field:

GETVAR(‘ROWTOTAL’)

The above line simply returns the value stored in ROWTOTAL and it is displayed in the
detail band.

See Appendix C for tutorials on editing a template, and creating a report from
scratch.
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Creating Reports Through Other Software ..........coouevveivivivveinneinsernnccnnciiecnnne

You may create reports through other report writer software, such as Crystal Reports
(sold separately.) In order to do so, you will need to set up a guest user account. A guest
user account will allow access to specific tables within the database.

mGuest Users _I_I- m] il
Guest User M o4 o> w8 D < X 7 9
Account First  Prior  Mext Last Delete Edt  Mew Save Cancel Help Close
|Login Mame - I Tables | Stored Procedures | Yiews |

[P[KCiiton | Keelly Cifton

Update all tables tor
@ MoAccess = Read Wit

Update
i Read Only " Read ‘#ite Delete

= Table Name
M ABESEMCECLASSES
Lagin _|ABSENCECODES
IKEI\ftDn _ |ABSENCEIMAGES Mo Access
_|ACCIDENTS Mo Access
flHan ACCRUEASSIGN Fiead'wite Delete
JKely Cifton _|ACCRUECUSTOM Mo Access
Pazzword Werify _|ACCRUELEVEL Mo Access
I xxxxx I xxxxx | |ACCRUEPLANS Fiead wiite Delete j

Setting up a Guest User
To set up a Guest User account, follow these steps:

From within the program, click Settings, Guest Users.

1. Click New.

2. Enter a Login Name.

3. Enter the users Full Name.

4. Enter a Password. Then enter it again to verify the password.

5.  Select the Table Name for the user to have access to and click in the Access block
where it has “No Access”. For example, to give Read, Write, Delete access to
AbsenceClasses, click on “No Access”, then click on the down arrow and select
Read, Write Delete.

6. Follow step 5 to set up access to each table with the appropriate access.

7. Click Save.

8.  Clicking Edit will allow you to make changes to the record.

Once guest user access is set up, the user may connect to the Optima database through
other report writer programs. The report writer must have an ODBC driver that is
compatible with Interbase 6 Dialect 3. (We recommend EasySoft’'s ODBC-Interbase 6
Driver, available at www.easysoft.com.)
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Chapter 13:
Importing and
Exporting Data

The Optima programs allow you to import and export basic employee data. Optima

Time Clock also allows you to export data from within the program.

Chapter Contents:
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Required Fields ...
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OVEIVICW ..cuureennrenrereeirenieesserssersssssssessssssssesssessssssssesssssssssssssssssssssessssssssssssessssssssssnses

Import Screen

The import function allows you to add new data from a text file into the Optima

program. Conversely, the export function allows you to export data from the Optima
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 D 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.

m Import Data

2 ?
Load File  Test Help Cloze
g 5 Check Duplicates [v
1 [v First Mame
|E:\Desktop'~.E:¢port.lHt J ¥ Last Name
[v S5SM
2 FieType |Tab Delimited ~] W EmplD
3 Skip First Line Mo =] M @ > pF
First Prior Mext Last
Lazthame | Firzstname tdiddlet ame: ~
E M akovski Debarah A,
091-44-9210  McCalla Tracy |
T11-11-0111 | Adams Meil R.
151-44-3045 “woodward Krigties T
176-28-8931  Clifton Kelly W w
>
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ooOoo

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 — Optima may export or
import fields with a fixed length. See
Appendix D 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.

The following are required fields for importing:

VVYVYVY

>

Last Name

First Name

Location — name must be in the Optima 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)

NOTE: Location and Department names must be created within the Optima program
BEFORE importing!

To import your information, follow these steps:

From within the program click File > Import.

1.
2.

Enter the path of the file or click on the J to navigate to it.
Select Tab Delimited or Fixed Length. This should correspond with the way the
import file was saved.

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.

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 | \memmsmmms Lasthiame |Firstniame | MiddlzH ame ~
File) O05-66-9143 JRETGI Deborah B,
091 -44-3210  MeCalla Tracy |
111-11-0111  Adams Meil R.
151-44-3045 Woodward Kristies T
176-28-8931 | Clifton Kelly W 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.

EXPOIEING ..oecoviriiiiiuiiiiiiiiiiiinitteinintcnieesseecssaeesssseesssssesssssesssssssessssesssssassssssessss
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 D) will be exported.

112‘ To export your information, follow these steps:

1. Click File > Exportt.
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 Layout (Appendix D) will be available for
exportt.

ooOoo
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B 7 4

Export Hélp Exit

Expart File Type

" Fixed Length

Expart Filz
C:\Documents and SettingshE xporth 0 ptinﬂ

EXport Time CloCk Data ........ccoccevviiinueiinuiiinuiiinuiiisnieinnieinecsuesssnessssesssessssesssesssnes

Export Time Clock
Data Screen

ooOoo

m Time Clock Export | |r>__(|

Export Type B 2
¢ SingleFile (" Relational Files Ezort Hélp Eﬂe

Select Employees to Export Hire Fange Filter
=1 Iv Al Locations & Departments ~ [ Hire Range:

v Denver Location ] Fronn:

=¥ Fort Lauderdale Location To: ’—_|
=t-Iv¥ Merchandizing Department = .

v Clifton, Kelly Job Status Filter

v Handy, Ed W Full Time W Part Time
W Kail, Matthew -

W McCalla, Tracy Employee Status Filker

F5 hdelenadd Clorie ¥ v sctive [ Indctive

Expand Tree | Collapse Tree | [ Teminated

I Select Employee Data Fields to Export I
Available Fields: Fields to E=port [In Export Qrder):
LASTNAME

HIREDATE FIRSTHAME
LOCATION > 55N 4
K1

MIDDLEMNAME
-

I Export Time Clock Data I

[~ Ew=port Hours “worked for the Period: | J To | J
-

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

>

YV V V V

Last Name » Location

First Name » Department
Middle Name » Punch Hours
SSN » Punch Changes
Date of Birth

onOonO 161



oOoo ooo oOoo HR+Ware Optima Time Clock™

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.

ooOoo
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Chapter 14:
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:

Overview

....................................................................................... 164
Before Contacting Technical Support ... 165
Contact Technical SUPPOIt ... 165
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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 optima\time8 program
directory.

» Help File located in c:\program files\gneil optima\time8 or accessible from the
Start Menu.

» Internet Site www.gneiltechsupport.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 Optima 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

HR+Ware Optima Time Clock™

Marks in minutes with decimal equivalent

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
The 6-minute rule rounds
up or down to the nearest
6-minute mark.
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
ooo ] O ooo O
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Decimal Conversion Table

Minutes

0166 | .0333 .05 .0666 | .0833 A 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.

Optima Time Controller automatically converts the time entry minutes to decimals. For example, if Joe had
worked 8 hrs and 30 minutes, Optima 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 Optima.

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

Exceeded the authotized user count

Moving database from one location to another

Installing Optima files to another dtive other than c:\

YVVYVVYVYY

Installing Update from one location

Unable to connect to Interbase Server
Users affected

Optima Attendance Controller

Optima Confidential Employee Record

Optima 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
UserName 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 incorrect.

If running from a Standalone Computer:

2. Interbase Guardian may be shut down

3. If running from a Client Workstation:
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4. Incorrect Server Name and/or Database Path
5. Client needs to have TCP/IP installed

6. Server may be down

Possible Resolution

1. If running Optima 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 sute 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
Optima 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 Server, opening the Optima
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
earlier version of Optima 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:
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If your Server has a static IP Address, try entering this for the Server name when
installing to the Client Workstation.

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.

Exceeded the authorized user count
Issue:

You have exceeded the authorized user count. Your product license allows up to
[number of licensed users] simultaneous usets. There are # connections at this time.

The # connections is a number greater than one that changes each time you close and
reenter the program.

Description:

Users may experience this issue when closing the program by clicking Exit under the File
menu. Users who exit the program by clicking the close window icon in the top right
corner will not experience the problem, but we still recommend downloading and
installing the latest update.
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Possible Resolution:

Download and install the latest Optima program from our Updates atea on our Web site
at: www.gneiltechsupport.com.

Please follow the installation instructions. After downloading and installing the update
follow the steps below to clear the connections.

1. Close Optima and any other G.Neil Programs that are open.

2. Open DB Monitor and log in, if it is not already running. The DB Monitor resides
on the computer where the Optima database is installed.

3. Click the Connections button.

4. Click the Refresh button to verify all connections are "N" (not active).

5. If all connections are "N", then Click the Clear Inactive Connections button, this
will reset the connections.

6. If you wish to close the DB Monitor (not recommended if you have automatic
database backups scheduled), right-mouse click on the icon G.Neil Database
Monitor located in the system tray area, select Shutdown Database Monitor, and
click OK to close DB Monitor.

7. Otherwise, click the Hide button.

Moving Database from One Location to Another
Issue:

Need to move your Optima database from one computer (or drive) to another.

Description:

You may need to move the Optima 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 Optima on the new computer, and restore the database. Follow the detailed
instructions below:

1. From the current database backup your files from within the Optima program by
going to File > Maintenance > Backup Database or using the DB Monitor (go to
Start > Programs > GNeil > Maintenance > DB Monitor > Backup). Put this file in
a location where you can get to it from the new computer. For example, onto a
shared network drive or Zip Drive.

2. On the new computer, whether installing to a Standalone Computer or Client-Server
environment, we recommend installing Optima 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) using the DB Monitor. When restoring, you can only restore
from the computer where the database resides. You will not have the option in the
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DB Monitor to restore from a Client Workstation. Note: When going through as a
Server Install, this will give you the Server Name and Database Path. Write this
information down or print it out if you have client workstations that need to
connect to the database.

3. To point the Client Workstation(s), if applicable, to the new location launch the
Optima program from the Client and enter the Server Name and Database Path
(from Step 2) when it asks for it.

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 Network issues, such as
setting up network access tights or checking your TCP/IP connection, but they may be
able to give suggestions to common issues.

Installing Optima Files to Another Drive Other than C:\

Issue:
Installing Optima files to another drive other than the C:\ drive

Description:

Sometimes installing to the C:\ dtive is not feasible. It may not have much space left ot
it’s not meant for database files.

Possible Resolution:

When installing Optima 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:\ drive 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 Optima program (such as Optima Attendance
Controller, Confidential Employee Record 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.  TFrom the Windows Temp directory locate (or do a search for) IBWin32setup.exe.
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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:\.

Install Update from One Location
Issue:

When a new update is released, you must install at each client workstation(s) and at the
database server. These instructions will show you how to set up the Optima folders to
only install the new update once from one central location.

Description:

Setting up one shared directory for the program files will make updates quicker and
easier.

Possible Resolution:

These instructions will explain how to set up the Optima program files in one shared
location to make updating easier:

1. Copy the Optima installation file(s) to a shared directory. The Server and all
workstations that will have (or already have) Optima installed should have access to
this shared directory on the network. If you downloaded the Optima update from
our Web site (www.gneiltechsupport.com), then you will only have one file. If you
have an Optima CD then you will need to copy the appropriate Optima program
keeping all of it’s folders intact. For example, while navigating the Optima CD
through Windows Explorer, under the BIN folder, you would copy the Atcon70
folder to the shared directory.

2. From the Server (or computer where the database resides), navigate to the shared
directory, and run the Server installation (even if the Optima program is already
installed on the Server) by following these steps:

a. At the Setup Type, select Server. Click Next.

b. At the Installation Type, select Custom. Click Next.
c. At Select Components, leave the defaults. Click Next.
d

At the Program Files Location, click Browse and navigate to the Shared
directory. Add \Optima to the end of the Path.

At the HRWare Database Files Location, click Next.

f.  Write down or print the Server Name and path. These will be needed for the
Client installs. Click Close, then Next. This will install the Server files.

g. If the Interbase install starts up, click Next to install it, otherwise, go to Step
H.

h. Go to Client Workstation.

o
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3. From the Client Workstation, navigate to the shared directory, and run the Optima
installation (even if the Optima program is already installed on the Workstation) by
following these steps:

a. At the Setup Type, sclect Client. Click Next.

b. At the Installation Type, select Custom. Click Next.

c. At Select Components, leave the defaults. Click Next.

d. At the Program Files Location, click Browse, and navigate to the \Optima
shared directory created during the Server install. Click Next.

e. At the Database Server Information screen, enter the Server name and
database path exactly as shown from the Server install.
Click Next. This will install the program files.

g. Follow the above steps for any other Client Workstations that will have
Optima installed.

When the above steps are completed once, then when you need to install an update,
only steps 1 & 2 (a-g) need to be completed. All users must exit the Optima program(s)
before updating. All of the shortcuts on the Client Workstations will be pointed to the
shared directory that will be updated when the Server install is completed.
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Appendix C:
Custom Report
Tutorials

Tutorial #1 Modifying a Custom Report Template

A step-by-step guide to modify a custom report template. See Tutorial #2 for creating a
report from scratch.

NOTE: You may use Optima Time Clock, Attendance Controller or Confidential
Employee Record for this tutorial.

GOAL OF THIS TUTORIAL: This tutorial will show you how to create a custom
report by using a provided template to remove a standard report field and add a new
field.

Specifically, we will be removing Date of Birth and adding Social Security Number to the
Employee Summary report.

1. TASK: Launch the Optima program.
2. TASK: From the main menu, select Reports > Employee > Summary.
3. TASK: Click on the Custom Icon.

TASK: From the Custom Report main window, click on the Edit Report button.
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E[:uslom Report - Employee Summary Template [_ (O] x|
Custom Report Interface & : = 8 © B
Mew Report | Edit Report Freview Frint Frinter Setup Help Cloze
feaa e Master Filter:
Employee Summary Templat X
Employees: Active
Hire Range: All
Include: Full Time Part Time
Group on: Location Department
Custom Sort Fields —— 7 Custom Filters
0 ILocation, Departmen VI -
#h | [Location
Department
T Delete | &7 Henamel I~ Make this report available to everyone Yiew Data |
| Z

4. You are now presented with the report editing screen shown below. You will notice
that the field label says “Your Company Name.” Your first step in customizing a

template should be to replace this label with your company name.

TASK: Click on the field “Your Company Name.”

TASK: In the label field, type “Tutorial Company” or enter your company’s name.

[ Report Runner . [=] 4]
File Edit View Report Help

2 Sel=p T TR |
Custom Report L e e -

Design Screen cEIEEE A B ER 9 A

BAND CHLD &= ==

||h 5 =
P A T T T T I
____________________________________________ V'
: T our Company Name; ) ;
| o Employee Summary Report,
CraEmployed T TSGR T T Ol ke T T Howry T Stamg Y
]

[GROUPT

:iEn!pInyees at Locationz EEETVAR('GroupCoum'E

%rl'olnl Employees: {Detail countf

idinnny
b

I ‘Iqlh\CnmpanyName || 280292 nches; ¢ 8 (0.0 Inches) |
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5. The next step is to remove the Date of Birth from the report.

TASK: Click on the top DOB label.

TASK: Sclect Edit from the main menu; select Delete as shown below.

Selecting Delete [ Report Runner =l0j x|
from the Edit File | Edt View Report Help
e 3 .
Menu 007 RGBS T - s e
—
o JURSALER

I_I. Label ‘ Azl hd | LIRS r[ u é%r

——  Aliam

(Center elements ¥ ‘2 ' ' “ ' ! ! ‘5 " ) n lb ! ‘ n li ! : y |3 ! A‘
Centeronband  » =1
Equal space 12 '"'""""""'"'"“"'§"'"""--------------------1------------ -----------.--...--.........._,;
sendtobark our Company Name

| Dmatofrert | Employee Summary Report _

D Fomiopet L R T R T T T

TASK: Click on the DOB data field.

TASK: Select Edit from the main menu; select Delete as shown below.

[ Report Runner oy [ X4
File | Edit ¥ew Report Help

D™ '"epann

—

ﬁ Copy

Paste

- IS

——  Align ¥

R e SR |
AdERGATRED
h Diata field ‘ Arial MIE B f U g@rg =

T T T T T Y
(Center elements ¥ T

Centeronband  »
Equal space B e el el el ettt e
bk Your Company Name

| ErEEiEE | Employee Summary Report
R T e
sGROUP1

GROUP2

ulq_

-

PO IME s o HOURE BT

6.  You have now deleted the date of birth heading and data field from the report. The
next step will be to add the social security label and field to the report.

TASK: Click on the label button circled below, and click in the “Column Header” band
as in the arrow below.
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[ Report Runner =121
Selecting the Fle Edt Yiew Report Help
Label button DB ek ¥BR %9 & 057 whe ] & R
CEEED IR
\F;Kn il Qi Bsru @ ===
JH T LN T N L T L T N Y N T A T O N
Your Company Name
L g mployee Summary Repon
.:.Employee . T Yl Gy

7. Youare presented with the Label Dialog Box shown below.

TASK: Enter “SSN” in the label field circled below.
TASK: Click the FONT button circled below.
TASK: Select BOLD for the font style.

TASK: Click OK to close the font window.

TASK: Click OK to close the label dialog box.

Label Dialog Box

L
—1
Ratation ID EI Degrees Fort.. h Calor...
Alignment I Left - I

v Automatic word-wrap

[~ Transparent

¥ Autosize width

[~ Autostretch height

Cancel |

8. The next step is to add the DOB data field.

TASK: Click on the datafield button circled below and click in the “Detail” band as
shown below.
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I Report Runner -0l x|
File Edt Wew Report Help
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Selecting the . B
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mployee Summary Reporﬂ
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2 Ihén.._ _____ W
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9. You are now presented with the datafield dialog box shown below.

TASK: Select “EESSN” from the list of available fields as shown below.
TASK: Click the OK button.

Data field Tablel

Datafield Dialog Box

DEPARTMENT 4
| |DEPERTMENT N

— FULLNAME i
BRaUP2 -
= T =
¥ Automatic word-wrap V¥ Autosize width
[~ Transparent [ Autostretch height

[~ Suppress printing of repeated values
[~ Suppress printing if value of data field iz 0
I Reprint suppressed|data field on new page

[~ | Reprint suppressed data field on start of new araup

oK I Cancel |

Your completed layout should now look similar to the screen below:
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i Report Runner =101 x|
File Edit Yiew Report Help

DB &R XhE %D
REES

Detail ~| Band

1 Page leader

Icf,....ifnlployeg
|

10. You can preview your results.

TASK: Select File > Preview from the main menu.

Your preview should look similar to the preview shown below.

TASK: Click the Close button to close the print preview window.

il Print Preview =[]
@@/« 1 |83 HE e
-
Your Company Name
Employee Summary Report
Employee SSH DOH Title Hours Status
Fort Lauderdale
Merchandising
Meil M. Adams 1M1 3210997 Frogrammer Full Time Active
EmmeFlynn B5488-7777 581995 Legal Pro FulTime  Aclive
Bridget 0. Gorham 111414112 1841990 InHouse Deweloper FulTime  Aclive
Employeesin Department: 3
Employees at Location: 3
Miami
Human Resources
EdU. Handy 965054568 281993 Data Ertry FulTime  Active ﬂ
[ [Page 1o 1 VA

11. The next step is to save your changes.

TASK: Select File > Save as from the main menu.
TASK: Enter “Custom Tutorial Report” as shown below and click Save.

12. You have now completed this tutorial. To return to the main program, follow these

steps:
TASK: Select File > Exit from the main menu.

TASK: Click Close on the Custom Report Interface.
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Tutorial #2 Creating a Custom Report from Scratch

A step-by-step guide to creating a custom report from scratch.

NOTE: You may use Optima Time Clock, Attendance Controller or Confidential
Employee Record for this tutorial.

GOAL OF THIS TUTORIAL: This tutorial will show you how to create a custom
report from scratch using the Custom Reports, custom-reporting tool provided in the
Optima programs.

TASK: Launch the Optima program.
TASK: From the main menu, Select Reports > Employee Detail.
TASK: Click on the Custom Icon.

TASK: From the Custom Report main window select New Report.

o=

. Cuslnm Report - Employee Summary Template
Selecting New Report
from Custom Report = =R e
rom ustom epo S MNew Report | Edit Report Preview Print Frinter Setup Help Cloze
Interface Fieport Name Master Filter:
Emplayee Summary Templat
Emplovees: Active
Hire Range: Al
Inchde: Full Time Part Time
Group on: Location Department
Custom Sort Figlds rCustom Fiters ——————————
0 Lacation, Departmen + 0 M onel -
&8 | |Location &g | [Mone
Department
‘m Delete | ¢33 Rename I~ Make this report available to everyone [22 view Data |
\ %

5. The screen shown below is the Custom Reports Design Window. This window is
used for report creating and updating. When you select New from the main
window, the designer first presents you with a report wizard. The report wizard
assists you in creating a basic report. For the purposes of this tutorial, we will not
be using the wizard. Instructions for using the wizard are provided in your Custom
Reports documentation.
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TASK: Select New blank report and Click Next.

Selecting New Blank
Report

TASK: Click on the Band button circled in the screen shot below.

oono oono

Mew report definition

—Select report bype

" List style
[all recordz listed in colurmns]

" Tabular

[each datafield on a separate ling]

£ Farm style
[one page for each record]

" Single form
[only one record on one page|

HR+Ware Optima Time Clock™

MHeut »»

Cahcel

We are now ready to begin designing our report. Data reports are designed with
report bands. A report band is an area of data or text, which will repeat based on
criteria we set at design time. Let’s start with the first band common in most

reports: The Title Band.

TASK: Click anywhere on the design page to drop the band on the page. (The design

page is the white area filling the center of the window with grid lines.)

7.

File Edit Yiew Report Help

DB &R X[

e e e A
% EAND MHLD =

We are now presented with the “Band Editor” window. Note the Type of band is
set to Title. This window has many advanced options which are covered in the

Custom Reports documentation.

TASK: Click OK to place the Title band on the design page.

ooOoo
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Band1 Dialog Box

Band 1
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BAND1

Type = Color... |
_Pli”l
I~ | Wict o first page [~ At battorn of page

I~ Wit o last page I™ | Faorce new page

[~ Even page numbers anly I™ | Force new calumt

I~ | Odd page rnumbers anly

[mome) = .
—Frame

Lines [~ Top [T Bottarm [ Left [~ Right Calor... |
widh |1 3] Style | solid ine =l

Ok, I Cancel |

8. The design page should now contain BAND1 as shown below. You will notice that
BAND1 also shows that it is a Title band. Any text and/or data which is placed in
the title band will be the first thing printed on your report. It will print only on the
first page of the report — hence the name “Title.”

rLink withband————— "Dnly print if expression is e

=1olx|

File Edit Yiew Report Help

<-J

W TR D) R |
tEEES A QQ?WREE:
ITitIe 'l Band

Title

9. We will be designing an employee mailing list report; therefore, we want the title of
our reportt to say “Employee Mailing List.”

TASK: Click on the Text button circled in the screen shot below.
TASK: Click in the middle of the Title Band (BAND1).
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Selecting the Label
button

ooOoo

oono oono

OB &5 E

File Edit Wiew Report Help

® B &

[
BAMD CHLD ==

()

10. You are now presented with the Label window.

Label

Fiotation ID El Degrees Eont... Colar...

Alignment I Left

W Aubarmatic word-wrap

[T Transparent

W Aubosize width

[T Aukastretch height

QK. I Cancel

HR+Ware Optima Time Clock™

TASK: On the line where it says “ReportLabel,” type in “Employee Mailing List.”
TASK: Click OK.

11. Your screen should now look similar to the one shown below. The next step is to
center the label in the band.

TASK: Click on the “center hotizontally” button circled below to center the label in the

band.
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Centering Horizontally

Band1, Band2,

and Band3

ooOoo
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=olx|

ii%ﬁiﬂwi e d

AdURGALEE

Fle Edt Yew Report Help

DB ER XDk 2D

h

EAND CHILD =

Enployee aiing Lis Lebel i Aqe=le ru @l=s==
N L T T T T T T T N 2N YT T N T T 1

EEmp\oyee Eflaﬂmg L\sh

Title

12. Now we need to add another band.

TASK: Click on the Band  EAD | button and Click in the design window.

TASK: Choose “Column Header” for Type and Click OK.
TASK: Click the Band button again and Click in the design window.
TASK: Choose “Detail” for Type and Click OK.

Your design window should now contain a total of three bands (Title, Column Header,
Detail) as shown in the screen below:

=10l x|
File Edit Wew Report Help

DB BR ¥ BRE %%
%-

EAND CHLD &= ==

=
=GN S I |

13. The next step is to add the data fields to the Detail band.

TASK: Click on the data field button circled in the screen shot below.
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Selecting the Data
Field button

File Edit %jew Report Help

DB &R &£ B %S

<-_|K—>| _:,

<—_I _|-> _|

BAND CHLD =5

X

.Qﬂ%ﬁﬁw

TASK:
below.

Click inside of the Detail band to bring up the “Data Field” window shown

TASK: Select the field “FIRST” from the pulldown menu as shown below.

TASK: Click the OK button.

Data Field Dialog Data field Tablel

Box

ADDRESST

L |EXTEMSION
A

FULLMAME
GROURP
GROUPZ
HOMEPHOME
HOURS

T T
W Automatic word-wrap

[~ Transparent

v Autosize width
[~ Autostretch height

[~ Suppress printing of repeated values
[~ Suppress printing if value of data figld iz 0

[~ Beprint suppressed data figld on new page

[~ Beprint suppressed data field on start of new group

o]

Cancel

Continue adding data fields so that your detail band is laid out as shown below.

ooOoo
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File Edit Wiew Report Help
DB 2R XbG® 0| 277070 W0 /e d
hemeo A ARG ADREE

Report ‘IAria\ 'l 0~ B F U ,ﬂ-? === |
| | |

PRt LasT ADDRESST ADDRESSZ ADDRESSS

iDdEan

14. Now we need to change the size of font for the fields on the report.

TASK: To select all of the fields on our report, hold down your Shift key on the
keyboard and and keep it down while Clicking on each field (FIRST, LAST,
ADDRESS1, ADDRESS2, ADDRESS3).

TASK: Click on the font size dialog box shown below and set the font size to 8.

[sial ~|E ]

RN I TR I -

15. Now we are ready to fill in our Column Header band. This band will be printed on
the top of our Detail band and is generally used for printing the names on columns
on the report. We need to add text labels over the top of each datafield in the detail
band.

A
TASK: Use the Text button to add the text “First Name” above the [FIRST]
data field in the Column Header band.

TASK: Continue adding text labels to the Column Header band above each data field so
that your screen matches what is shown in the picture below.

mN ________ AppendixC__________Jll oOood Iy 137



oono

Screen should like
this

ooOoo

ooo oOoo HR+Ware Optima Time Clock™

O =Y

Eile Edit ¥iew Report Help
il =l
U |

] S Ea X REE RS
hEETEZEAE R SR D EE

Arial VIDv EIQEEEEE
T T L s

=R

|
s = 01

L=
L+

Fieport

TASK: Select all the text labels in the Column Header band by holding down the SHIFT
key and Clicking on each of them.

TASK: Set their font size to 8 and tutn on the Bold and Undetline properties by Clicking
on the “B”” and “U” buttons.

Arial -l ~| B 7 U
T R |§-Zi| L1

16. Add the Date and Time to your repott.

4]

TASK: Click on the System Field button. = #%%
TASK: Click in the top left hand corner area of the Title Band.

17. After dropping the System Field in the Title Band, you are presented with the
System Field Window shown below.

TASK: Select Date/Time as the Type as shown in the screen below.

TASK: Click OK. The (Date/Time) text should be in the Titde Band as shown in
picture above.
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Systemfield Dialog
Box
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Systemfield

Test I

Type [ ate/Time

¥ Autosize width I~ Transparent

Alignment I Left ﬂ Font... | LCalor

oK I Cancel |

18. Add one final band to your Report.

TASK: Click on the BAND button = EAMD

TASK: Select “Summary” as the type.
TASK: Click OK. Your screen should look like the one shown below:

and then click in the design window.

File Edit Yiew Report Help

D &R XepE %5

— TR S S ] =l
ST B R B R

e a— A BERG A

Repart

First Name' LastName  SweetLine T

= e— C ] [

........................................................................................................

e e e O s s
FIRST LasT ADDRESST

D - s -
........................................................................................................
Summary

19. Add a text label to the Summary band.

A

TASK: Click on the Text field button ‘

TASK: Click inside the Summary band.

TASK: Type “Total Records”: in the Label field and Click OK.
TASK: Set the label font size 8, Bold and Undetlined.

%l

TASK: Click on the System field button
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TASK: Click inside the Summary band.
TASK: Set the Type as “Detail Count” and Click OK.

O =lolx|

Eile Edit View Repork Help
- K
D2 2R XB® 2w 7=d3 w2 /2N
PEEEEASORGALEEE
el “‘"ﬂ' izl sru @===H
A I | ;

T T T T T

[DaterTims] Employse Mailing List

20. Optional — Advanced Reporting Features — Script Language

The following section shows you how to add a small piece of Script Code to your report.
This section is optional; if you wish to skip this section, go to Item 30.

Custom Reports provides an advanced way for you to add flexibility and creativity to
your reports using script language. A detailed explanation of this feature and its use are
provided in the Custom Reports documentation.

In order to access an item on your report, whether it’s a field label or a text label, it must
have a name. In this example, we will be adding code to access the labels in the
summary band; therefore, we must give them a name.

TASK: Sclect the text label “Total Records” by clicking on it with your LEFT mouse
button. It should appear selected by having six small boxes around its perimeter as
shown below.

TASK: Now that it’s selected, click on it with the RIGHT mouse button. A small drop
menu will appear as shown below.

TASK: Click on Options.
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Right-clicking on Total :5 otal Hecortlg [Detsul I:Dunt]

Records and selecting
Options

Options Dialog Box

ooOoo

l‘umm:ry L]
be-setoeoooEnabled -

Edit

Cptions

Bring to Fronk
Send to back

21. This will bring up the options window for this text label as shown below.

TASK: Enter TOTALRECORDS in the Name field and click OK.

Mame: ITDTALHECDHDS|

Hint |

Achion r—Pasitior
[~ nochanging Left |1.33
[~ no ediing Top 15
[ niomaving

Width IU.EIU

[~ noresizing :
[~ no deletion Height 0.2

[~ keep position relative to band battom

[~ autostretch height with band

(]9 I Cancel

22. We have now given the “Total Records™: text label the name “TotalRecords.” A
name is required in order to access this label in the script language. We must now
give a name to the Detail Count label.

TASK: Click on the [Detail count] field. It should appear selected.
TASK: Right-click on the [Detail count] field.

TASK: Click on Options.

TASK: Enter DETAILCOUNT in the Name field and Click OK.
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23. Now that these 2 labels have been given names we can access them in code. Script
code is normally attached to the band which contains the labels you wish to modify.
In this case, since these labels are in the summary band, we will enter the code into
the summary band’s script window. To do this, select BAND4 (the summary
band); we need to make it the active band.

TASK: Click on the Summary band (BAND4). The summary band should now be
highlighted.

TASK: RIGHT-click inside of the summary band. Be sure your mouse pointer is over
one of the fields in the Summary band — you must click in an open area of the band. You
should see the drop-down menu shown below.

TASK: Click on Scripts.

Right-clicking on Total iTotal Records' fDetaiI cnuntj_l'
N a4 L 4

Records and selecting  [*'™™"

Scripts

ooOoo

Edit
Options

Bring ta Frank
Send to back

E Scripks

This will bring up the Scripts window as shown below. This is the window where you
enter the script code. This window contains 2 tabs — Before Print and After Print. Any
code entered in the Before Print window will execute before the band prints. Any code
entered in the After Print window will execute after the band prints. If you want to add
code to modify the look or layout of text in the band, it must be executing before it
prints; therefore, we will enter our code in the Before Print window.

TASK: Enter the following code in the Before Print window:

If (DETAILCOUNT>0)
SetFontColor(‘TOTALRECORDS’, Blue)
Else
SetFontColor(‘TOTALRECORDS’, Black)
Endif

The above code tells Custom Reports to do the following: If the DetailCount is greater
than 0, set the color of the label TotalRecords to Blue; otherwise, set the color of the
label TotalRecords to Black.
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TASK: Click OK'to save the report code.

=10l x|
Script Dialog Box Aiter Pint |
If (DETAILCOUNT > 0OJ =
SetFontcolor (' TOTALRECORDS ', Elue)
Else
SetFontcolor (' TOTALRECORDS', Black)
EndIf

Inzert expression ... |
(n] I Cancel |

24. The basic layout of our report is now complete. The next step is to save our report.
TASK: Select File > Save from the main menu.
TASK: Enter “Employee Mailing List” as the name of this report and Click Save.

25. We can now preview the results of our report.
TASK: From the main menu select File > Preview.
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Your view of the report should look similar to the screen below. If you did the Optional
- Advanced section the Total Records: line at the bottom of your report should be
colored blue.

R
08m « v 888 ]

503002000 14: 26:02 AW Employse Maling List

Frst lome  Last Mame dreet Line 1 Street line 2 City, Sate, fip Code

Deborah  hiskewski 21Horth West Junp Sh est Sue5EE0 He Yo, Ny 33001

Tragy NeCala 206 South West Keley Flace AFTL Springfied Bay, 00008

Kitie ooduaid 515 Norh Easthally ace AFTL San Antonin, TADUE

Robert Rihards 880 orh East Sheridan Drive M FLOMZ22

Tarmy fustn 29 Norh East Flum Avenue Hem York, MY 00254

Cathy Fack 159 Souh st Pines Avente Meri FL21566

ianda Ceborn 2075 North East Tatt D Hem Yark, WY DOEO0

hethen Kl 2 North Exstrange Steet Suite7 Chicage, 10O

Skeghen  Opel 2168 North Exst Fum Road Aparment San Artonin, TADDZZ2

Hel Adams 3246 North Essthkiky Tena Chicage, L3333 |
\ \Page toft %

TASK: To exit the Print Preview, Click Close.

TASK: To exit the report designer, from the main menu, select File > Exit. If you’re
prompted to save the report, select Yes.

TASK: To exit the Custom Reports main window, click Exit.

This concludes the Custom Reports tutorial. Custom Reports have many more powerful
features that we encourage you to explore.
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Appendix D:
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 Optima. Fields shown in
bold type are required and all import text files must include them.

F|e|d Field Name
Layout

Social Security Number
Last Name

First Name

Middle Initial
Location
Department

Date Of Hire
Full/Part-Time
Title

Employee Code
Active Status A1, T

Length Format

(if fixed
length

format)

11 123-45-6789

20 up to 21 characters

20 up to 21 characters

20 up to 20 characters

50 up to 25 characters or numbers

50 up to 25 characters or numbers

10 MM/DD/YYYY (slashes required)

10 Full-Time or Part-Time (only)

30 up to 30 characters or numbers

14 up to 14 characters or numbers

10 Active or Inactive or Terminated (only)

If you have Confidential Employee Record installed, your text file can also include the following fields:

Date of Birth

Address 1

Address 2

Home Phone

City

State (2 character) 2
Zip Code

Salutation

Employee Security Level
Security Clearance Date
Race

EEO Category

Sex M/F

Driver’s License Number
19 Renewal Date

Veteran Status

Office Phone & Ext.
Fax

E-mail address
Address Effective Date

10 MM/DD/YYYY (slashes required)

30 up to 30 characters or numbers

30 up to 30 characters or numbers

30 800-123-4567 (dashes required)

30 up to 20 characters or numbers

2 characters, i.e., FL.

15 33325-1234 (-1234 can be omitted)
5 Mr. — Ms. — Mrs. — Dr. (only)

16 up to 16 characters or numbers

10 MM/DD/YYYY (slashes required)

25 Must match a valid race on the detail tab.

25 Must match a valid category on the detail tab.
1 M or F only

15 up to 15 characters or numbers

10 MM/DD/YYYY (slashes required)

25 Disabled - Vietnam Era - Other Veteran —

Not Applicable (only)

30 800-123-4567 Ext. 123

30 800-123-4567

30 up to 30 characters or numbers

10 MM/DD/YYYY (slashes required)
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Appendix E:
Converting your
Version 6 Custom
Reports to Optima

Note that the following instructions only apply to users of Version 6 of Optima
Attendance Controller and Confidential Employee Record.

The custom reports we are referring to are the reports that were created by you or
another user. This is different from the ready-made templates within the custom reports.
You have two choices regarding your Version 6 customized reports.

1. You may re-create the custom report in Optima by using the Wizard within custom
reports (see Appendix C.) This is the recommended method.

2. Or you may manually convert your Version 6 custom report to the Optima Version.

There are five (5) tasks that are needed to be completed in order to manually convert
each of your custom reports. We only recommend going through these steps if you
cannot re-create the custom report using the first choice above. These tasks should be
done from the same computer with both programs installed.

[ G. Meil Report Runner HE E3

Confidential Employes Recard
Employee Summary Reports

Employee Summary Template ;I

-

'ﬁ Bun (D Edit ’D Hew é’gelete
C:’F!ename {::Zjﬁorting ? Help [rata

4= Back to Confidential Employee Recard
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Task One — Exporting your report and saving it as a .qr2

1. Open Version 6 and go to the Report Runner screen (as shown above) where your
custom report is located.

2. Select your custom report and click on EDIT.

3. TFrom the FILE menu click on PREVIEW. This just makes sure the report will
come up.

. Close the Print Preview window.
5. Select FILE, ADVANCED, EXPORT REPORT.

Enter a name for the report. The name can be the same as the report name. Once
the name is saved it will save it with an extension of .qr2. Write down the path and
report name for use in Task Two.

7.  Keep Version 6 open at the Custom Report screen (shown above) and go to Task
Two.

Task Two - Loading Ver 6 report into the Optima Custom Report Utility
1. Launch your Optima program.

2. From the Reports menu, select Employee Summary. The Employee Summary
Report is only used to get to the Custom Reports feature.

3. Click Custom , then New Report.

Enter a name to designate this report. The name can be the same as the Version 6
customized report.

Select New Blank Report, then click Next.
Select the File menu, then click Open QR2.
Navigate to where the Version 6 file is located.

®© N o

Click on the .qr2 file then click Open. This will load the Version 6 report into the
Optima Custom Report Utility. Go to Task 3.

File Edit %iew BReport Help
o 3 e}
O =B &R G o = 28 0
Feport I jl'lﬂ j

v e e il o )l e e et v e v Rl el G bt
% 1 2 3 4 5 [ 7 & f) 10
I AR e T I PR e B P M P e e T e e R
!
CHILD ! I_YOLII' Com
2 i r
= Employee Su
----------------------------------------
2 :Cr,...r-iimpluyegf I_SN: DoE Dot
A {GROUPT

7 At T T e
' GROUPZ
B pefULNAME """ " EESSN T pog T The
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Task Three - Change Page Header Band from TABLE1 to MEMREPORT

1.

With your Version 6 report open to the Optima Custom Report Ultility, click the
Report menu and select Datasets.

Under the Main Report Table, click the drop down atrow and select memReport,
then click OK.

Click once on the PageHeaderBand title.
With the PageHeaderBand selected, right-click on it and select SCRIPTS.

Replace everywhere it has ‘Tablel’ with ‘memreport’ making sure to keep the
single quote marks around it.

Click OK.
Go to Task Four.

[ =]
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3 I:Errypluyees at Ll][:atll]n:. L'GETWL‘&R{ GruupCuuntl
i

58 | 0 > L0

Task Four — Change grGroup Header and grGroup2 from TABLEI1 to
MEMREPORT

1.

e AT Al

9.

Click once on the Group Header band (NOT the GROUP1 field) to select it. The
Group Header is the dark colored band. You may click anywhere on the band to
select it.

Right-click on Group Header and select EDIT.

Locate Group by field or expression.

Click on the 3 dots button to the right of Groupl.

Under Insert at Cursor Position, click the Database Field button.

Under the Available Fields, select Group 1 and click OK.

Click OK at the Expression Wizard screen.

Click once on the grGroup2 band (NOT the GROUP2 field) to select it. You may
click anywhere on the band to select it.

Right-click on grGroup2 and select EDIT.

10. Locate Group by field or expression.
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11. Click on the 3 dots button to the right of Group2.

12. Under Insert at Cursor Position, click the Database Field button.
13. Under the Available Fields, select Group 2 and click OK.

14. Click OK at the Expression Wizard screen.

15. Follow the above steps if you have more group bands.

16. Go to Task Five.

[ L5
Fle Ede Wew Repot Heb

Fesuat [ F[0 =]ln 7 ul g 3]

FPA FPRTOPR 0P A T ST OO TR T PO R RN OO PO AN - R O L AT RO -

st LN

Your Company Name, | ivatpont
Employee Summary Repon

i IR L R

- o U . T OO . O .. ‘AN
Enilm In DnganmaE EETWUIfl)elaIICnun:] .
Eﬂmovnn at Location; GETVAR(Y Gmunf.mmﬂ

Tatal Employees: (Detail count]

FEFI > A0 N > MENE -

Task Five — Changing all field names from Table 1 to MemReport

1. In the Data Field box (circled above), you should see both TABLE1 and
MEMREPORT. If not, save the custom report you’re working on, close out of the
Optima Custom Reports and make sure that Version 6 Custom Reports is open,
then reopen the Optima Custom Reports.

2. Field Names are usually on the Detail Band and normally not in bold. Title headings
are usually in bold. Field names are the fields that give you your actual data on a
report. Normally, you'll see two fields with the same name when editing a report.
One is usually the title, and the other is the data field. With all that said, the next
step is to change all data fields (not titles) from Tablel to MemReport.

3. Follow the remaining steps for each data field (such as Full Name, EESSN, DOH,
etc.) on the Detail Band.

4. Click once on the first data field, such as Full Name, then right-click and select
EDIT.

5. Click on the drop down arrow in the first block and select memReport, then click
OK.

6. Do steps 4 — 6 for all data fields.

Once those tasks are completed, you should be able to see your custom report under the
Employee Summary Custom Reports interface. (See screenshot below.)
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Cuslom Report - Emp Sum From Yer 6 Hi=E
£ ? 4]
Mew Report | Edit Repart Freview Frint Frinter Setup Help Cloze

Fieport Marne : “|  Master Filter:

D ate Last Modified

! - Employees: Active
Employes Summary Template Hir:H};nge: Al |1 1/29/01
Include: Full Time Part Time
Group oh: Location Departrment

Custom Sort Fields —— 1 Custom Filters

0 IDef.-Location, Depar VI

Yiew Data |

| /

You have the option to allow others to see this report from their computer by clicking in
the checkbox for “Make this report available to everyone.”

See Chapter 12 Custom Reports and Appendix C for more information.
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Appendix F:
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 G:
ET215 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 Optima 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 Optima 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. (See picture below.)

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 Optima
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.
O O OO0 O
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