EMPLOYEE TRACKER
QUICK START GUIDE



Tracker

Technolaogies Inc.
Improving the way you manage your workforce

Thank you for purchasing Advanced Tracker's Employee Tracker.

This Employee Tracker Quick Start guide will provide you with information
regarding Installation, Daily Operation, Reporting and Maintenance of your
software. The material is detailed in an easy to read format including graphics to
get you started.
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Employee Tracker Installation

System Requirements

Before you install Employee Tracker please review the following system
requirements:

Disk Space Requirement
The base system will occupy 53 MB of hard disk space. Also, Employee Tracker
requires at least 200 MB of space per client PC for data and backups.

Memory Requirement
Windows 95 C 64 MB RAM

Windows 98 64 MB RAM
Windows ME 64 MB RAM
Windows NT 128 MB RAM
Windows 2000 256 MB RAM
Windows XP 256 MB RAM
Supported Windows Versions
Windows 95 C

Windows 98

Windows ME

Windows NT

Windows 2000

Windows XP

Printer

Inkjet - Most standard products
Laser - Most standard products

Video
SVGA 800x600 (small fonts)

Communications
COM1,2,30r4



About the System

Before you begin, there are a few specific tools and shortcuts within Employee
Tracker you should know about. A good understanding of these tools is essential
to using Employee Tracker.

Employee Specification Buckets

Buckets are an essential tool you will need to learn about in order to correctly use
Employee Tracker. These buckets are used to quickly pick a specific record or a
range of records. The purpose of the buckets is to select only the relevant
records that you need to work with. For example, if your company/
organization has 500 employees, it would not be practical to be working with all
500 employees every time you want to ADD/EDIT a record. It is much faster to
go into the selection buckets and narrow down the group of employees you need
to work with. For example, you may only want to work with one or two employees
from one department and two shifts. Follow the procedure below to make your
selections:

Click the file cabinet button

& tmployes Tracker Flus [Your Company ] - Setun) Employess

Employees

After you've clicked the file cabinet button, you will open the 'Employee
Specification Buckets' window as shown below:
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As you can see in the diagram on the last page, you can select which employees
you would like to add to your bucket by selecting criteria from Department,
Status and/or Shift. They may or may not have a Supervisor depending on how
you have setup the system.

Remember, the purpose of the buckets is to select only the relevant records that
you need to work with. You may select which employees you would like to
display and work with, by selecting specific criteria within Supervisor,
Department, Status and Shift categories.

To Select or Remove Your Selections:
From each of the categories in the left column under the 'Available' heading,

choose your criteria by using the j down arrow button of each category.
-

Highlight the item you would like to choose and hit the button to choose

Select All ==

that selection, or use the | button to move all 'Available'

records to the 'Selected' records column on the right side.

To move or remove records from 'Selected' column back to ‘Available’, follow the

above directions and hit the| s button for one record or the

<< Remove All | button to remove all records.

Supervisor -- Not all employers use this option. However, some employers
assign a Supervisor to a group of employees.

Department -- Employees must be assigned a department. Department
examples include Shipping, Maintenance, etc.

Status -- In ETP, each employee is assigned a status, for example Full Time,
Hourly, Part-Time, etc.

Shift -- The last step is choosing the shifts to be included in the specification.
Shifts are assigned to each employee. Examples of shifts are Days, Afternoon,
Graveyard, etc.



Date Range

Below is an example of a date field. To change the date, you can click on the
Pop-Up Calendar icon (as explained below) or just change the date in the date field
window. The format used is “mm/dd/yyyy”.

Employee Tracker has a few shortcuts built in for you to use:

Double-clicking in the date field will enter today’s date.
[Page Up] and [Page Down] keys will toggle between months.
Up and Down arrow keys will toggle between days of the week.

Employee Tracker Plus [Your Company] - Statutory /Public Holida

Statutory/Public Holidays

s

g

Pop-Up Calendar

In Employee Tracker when you are required to enter a date, you will come across
the pop-up calendar button.

If you click on the calendar symbol, a calendar as shown below will pop up.
Simply select the appropriate date with your mouse and click [Ok]. To move

between months use the _* | and the _*_ buttons.

By double -clicking on a date, you will select the date and the pop-up window will
close. The date you clicked on will have been selected. If youselect the box
labelled 'Quick Select', when you single-click on a date the day will automatically
be selected and the calendar will close. There's no need to click on [OK].

I Quick Select

;I February 2003 _'*I

o5 27 28 29 30 A1 1
2 3 4 5 B 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23024 2% BT ® O
2 3 4 5 & 7 %
= Today: 02/2772003
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Rolodex Search Button

You will see the Rolodex Search Button throughout Employee Tracker. This
allows you do a Quick Search for something specific. It could be an Employee, a
Holiday, etc. It's a handy tool to use to search quickly.

As shown below, the Rolodex Search Button was clicked while in the Employees
window and it activated the Employee Quick Search window.

Employee Quick Search

i+ Employee Code " Employee Hame

s EX

Key Usage

Menus [Down arrow]
[Up arrow]
[Page down]
[Page up]
[Esc]
[Enter]
[F1]

Entry forms [Tab]
[Shift Tab]

[Enter]

[Esc]

[Alt F4]

[Alt Tab]

[Alt “Shortcut Letter”
Key]

[“Shortcut Letter” Key]

[Ctrl “Shortcut Letter”
Key]

[Up arrow]

[Down arrow]

[Page up]

[Page down]

Double Click

Move highlight bar downward to the next menu step
Move highlight bar upward to the previous menu step
Move menu to next page if the current page is full
Move menu to the previous page (if there is one)
Display previous screen or quit

Initiate selected step

Help text where available

Move to next field
Move to previous field

Execute control button with focus

Display previous screen

Display previous screen

Scroll between alternative active Windows programs
Initiate event associate underlined key on open form

Initiate displayed menu step with associate key
underlined
Initiate menu step with associate key underlined

(Date Fields) increase day by one.

(Date Fields) reduce day by one.

(Date Fields) increase month by one.

(Date Fields) reduce month by one.

(Date Field) Automatically enters system date value



Installation

It is strongly recommended that you read System Requirements (page 3) and
About The System (page 4) of this manual before you start the installation.

To install your Employee Tracker software place the CD in a CD drive, browse
the CD and double click the [setup.exe] file within the Employee Tracker (ET) or
Employee Tracker Plus (ETP) folder.

Follow the instructions on the screen as displayed.

Data Capture Software

If you are using bar-code, magnetic, proximity, data collection devices or our PC
time clock, or WEB based time capture to capture employee clock in/out
information, you will have to install the appropriate data capture processing
software from Advanced Tracker. Please consult the related documentation for
that product in order to install and operate it.

Set Data Path

Next, you will need to create a folder on your hard drive where the Employee
Tracker data will be stored. Create a new folder and name it however you would
like. For example: ETPData.

Now that you have a folder for your data to be stored in, you can initiate your
software and set the data path appropriately. Follow the steps beginning on page
9.



Employee Tracker Quick Start

After the Software Is Installed

To initiate Employee Tracker software:
Click the [Start] button, [Programs], [ETP], and then [ETP] again.

The following screen will appear on initial startup of Employee Tracker. You will

now need to set your data path to the folder you created. (Note: see page 8 if you
haven't created this folder).

First, click on [Options] in the menu bar. Next, select [Allow creation of blank
databases on “invalid” datapath]. Now you can set your data path to point to

the folder you created earlier. On the left-hand side under Directory select the
folder. Once you've selected the folder click on [Ok]. The database will be now

be created.

- Set DataPaths
Opkions

Set Data Paths

Live!

Directory

Current Data Path:

[_] ADOBEAPP

[ coPRO

(L] Documents and Settings
[ jimmy

Previous Data Path:
kUndeﬁned)

Missing Files
CLETP MDB
DSCANMDB

(] LaserJet 4000
D outlook

[_] Program Files ETP MOE

[ TEMP ETPAY X MDE

Drives:
I (==

Map Network Drive...  Exit<<

After the databases have been created a login screen will appear prompting you
to enter your User ID and Password. The default User ID is “Master” and the
Password is “Scout”. Note: You will be able to change these to your preferences
later on. E nter the appropriate information and click [OK] to proceed to the main
menu.

I © Employee Tracker Plus [Your Company] - Login Sl B3

Enter User ID and Password

I T

T

10



At the first start up of Employee Tracker, the system will display an information
window, as shown below, and advise that some setup is required.

@ Some sekup is required,

The database vou are working with does not contain any of the software customization options that are required ko
ensure proper execution of Emplovee Tracker.

This message should anly appear during initial installation of this Emplovee Tracker praoduct,

Click on [Ok] and the Customize Software window will open. You are required to

enter some information now. See instructions starting on page 11.

11




Customizing Your Software

This is a "one-time" setup function that will enable you to set your environment to
your preferences.

If the Customize Software window is not already open, select [Utilities] and then
[Customize Software].

o [mnlnc Tlm:lnl I“lu"l"u Company]
Setup Qperations Reports | tilkies Exbernal Exit Help
Time Recorder Communications

Set Data Path
ZitAdvanced trackeridemodatatetpicusmig

Backup Databases

The following screen will appear. Notice each of the different tabs to customize
your software. Next we will explore most of these tabs and guide you through
your setup.

Employee Tracker Pluz [Your Company] - Customize Software

Time and Attendance

General I User-Defined Employes Fislds | Uiser-Defined Employee Statistical Fislds
Country: & Canada  © United States | Rate Source (System Defaul)
| Take higher of the three =

ﬁﬂ
Default value for holiday pay T R FP T
Default value for absent time [06:00 on a logical day?

Miinimurm time duration for consideration: 0400

& Standard  © Total Hours / Total Shifts

Average Days Worked Prior To Holiday [30 Time Of Day Time As Amount
NDacknal r
Full Time Equivalent (HIMM) 17500 12 Hour Clock thhumm amipm) =
Include ABSENT time? [ S iy | o

Inchude HOLIDAY time? [~
Special Holiday Pay Run Averaging [

Automatic Date Range Offset? = Ghift-Lunch Rules [
Offset (in days)f1a Pay highest rate for time-zoned pr L

Barcode Font Auto-compact databases on startup [
|Code380neineh-Regular =l Use the daity-tool bar [
Points system [

Automatically exit Employee Tracker if idle for
hhzmm {enter 000 to disable) Process the defined Payroll Period one day at atime [

12



General Tab — Customize Software

First, we'll start with the General tab to customize your software. Below the
following window you will find an explanation of each section of this tab.

Employee Tracker Plus [Your Company] - Customize 5oftware

Adwanced

Employer Control Information | Custom Reports | Time and Attendance
General I User-Defined Emplayee Fickds | User Defined Employee Statistical Fields
Country: & Canada  © United States ! Rate Source (System Default)

|Take nigher of the three =|

[pez00
Default value for holiday pay 5 Doyouwantto HE T
Default value for absent time [0:00 on a logical day?

Minimurm time duration for consideration: [04:00

& Standard  © Total Hours / Total Shifis

Average Daye Worked Prior To Holiday [30 Time Of Day
Full Time Equivalent (HH:MM) [175:00 [12-nour crock miemm amipm) =]
Inchude ABSENT tima? [~

Include HOLIDAY time? [
Special Holiday Pay Run Averaging [

Automatic Date Range Offset? [« Shift-Lunch Rules [+
Offset (in days) [14 Pay highest rate for overlapping time-zoned premiums [
Barcode Font Auto-compact databazes on startup [

|code3soneinch-Regular =l Use the dally-tool bar [

Automatically exit Employee Tracker if idle for ; n
hh:mm {enter 000 to disable) Process the defined Payroll Period one day at atime [

Country:  Canada ¢ United States

Select Canada or the United States. This will set the Province/State and Postal
Code/Zip Code labels to the appropriate setting for the selected Country.

Default value for holiday pay [18:00
Default value for absent time ||Mﬂ

Set these fields to the most common standard shift length. When entering stat
holiday and absent transactions, a double-click in the time field will copy the
values entered here.

& Standard " Total Hours / Total Shifis
Average Days Worked Prior To Holiday |3l]

Full Time Equivalent (HH:MM) [176:00
Include ABSENT time? [~
Include HOLIDAY time? [~

These fields enable you to enter stat holiday pay calculation parameters. The
system also supports more detailed stat holiday calculation rules on the “Setup”
menu which will supercede these. This entry is however, mandatory.

13



Automatic Date Range Offset?
Offset (in days) |14

Employee Tracker processes all transactional and scheduling information by
“from” and “to” date ranges. This setting allows you to condition the “to” date to
be offset be “X” number of days from the “from” date. Example: To always
display 2 weeks, enter 14.

Barcode Font
ICndeasonelnt:h-Furuular j

Used for badges to select bar font of your choice. This is required.

Automatically exit Employee Tracker if idle for
00:00  hh:mm {enter 0:00 to disable)

Employee Tracker will automatically shut down if a value greater than 00:00 is
entered. The shutdown occurs from the main menu only. All users should be
advised to exit the system when they are not using it.

Rate Source (System Default)
|Take higher of the three =]

I Do you want to apply the highest rate to all records
on a logical day?

Minimum time duration for consideration: I“‘k““

Employee Tracker will determine an employee’s Rate Source from where you
choose. You can select one of four options to determine the rate. Your choices in
the drop-down menu are: Take the higher of the three (default), Take positional if
applied, Take employee rate always or Take department rate always. The setting
here is global. This can be overridden at the employee profile level. Set this to
accommodate the greatest population of your workforce.

Time OfDay | Time As Amount

i .
12-Hour Clock (hhzmm amipm) v | e,

You can select either a 12-Hour or 24-Hour time display format for the time &
attendance transaction screen. Please note: Time can still be entered in either
format, this is for display purposes only. The decimal vs. hours/minutes option is
under construction.

14



Special Holiday Pay Bun Averaging
Shift-Lunch Rules

Pay highest rate for overlapping time-zoned premiums

L

Auto-compact databases on start-up

Use the daity-tool bar [

Points system v

Process the defined Payroll Period one day at a time [

Special Holiday Pay Run Averaging: Legacy, don't use.

Shift-Lunch Rules: Turn this on if employees are optionally scanning out for
lunch. This switch will turn on a window in the "Shift" entry step that will prompt
you to enter lunch processing parameters.

Pay highest rate for overlapping time-zoned premiums: Turn this on if you
have time-zone based premium pay and you wish to default to the higher rate
when zones overlap.

Auto-compact databases on start-up: Turn this on to force the system to
compact upon start up. Do not use this in a multi-user environment.

Use the daily-tool bar: Allows user the option to display a large button tool bar
of commonly used menu steps on the main screen.

Points System: Turns on the absenteeism/tardy demerit points system. When
this is turned on, Time calculation rules and absent code menu steps will prompt
you to enter user-defined time-based points threshold values. The menus and
security will mutate to display points related processing such as points letters and
points analysis reporting.

Process the defined Payroll Period one day at a time: Employee Tracker
natively processes your payroll export step using a simple “from” / “to” date
selection method. You therefore simply enter the starting date and ending date of
the pay period each time you run the payroll export step. If you turn on this
switch, the system will process payroll exports by pay period number. You will
then have to pre-enter enter your pay periods “from” / “to” dates and pay period
numbers on a step in the setup menu.

15



Advanced Tab — Customize Software

Next, we’ll work on the Advanced tab to customize your software. Below the
following window, you will find an explanation of each section of this tab.

Employee Tracker Pluz [Your Company] - Customize Software

Time and Attendance

User-Defined Employee Fields I_l User-Defined Employee Statistical Fields

Seta L Which rounding style do you wish to use for calculation
= St bzt t.\sharemhotos dollars?
& High-Precision " Low-Precision

v Pick up the General Ledger Account number (G.L. Acet &)
St i bl How many digit precision do you want plece work

{7 Include the General Ledger Account number on the record rates to be recorded at?
Payroll Export Audit List Ak .

¥ General Ledger Account Mask
[~ Export overtime with base rate for payroll
[ External Payroll Magic

[~ Bank rates with premiums attached
[+ Use the job table
[ Use the related documents

5 e F e e .! # Prompt to save all changes to Employee profiles
of paid times. i [~ Enhance Specification Buckets with extra Payroll fields

Choose a character to be used as a prefix on
r Holiday Pay Override For Employee’s Regular scan-fields:

Days Off . z
Tues  Wed Thur Frii Sat Suni sl r—- e r-. I_-‘
i

Mon
|J:cc |c:.r.J F.:Jc |Jccc IESE‘J |J: IJCEI.'- WI_ o |_

i FOLE e ':;Eharem:hntuﬂ

Used if you have deployed in a multi-user environment. Enter the network
location of the photo files.

16



7 Pick up the General Ledger Account number (G.L. ficct #)
from Position/Depariment Payroll Defaults for premiums

F include the General Ledger Account number on the:
Payroll Export Audit List

¥ General Ledger Account Mask
[T Export overtime with base rate for payroll
[~ Extermal Payroll Magic

Pick up the General Ledger Account number (G.L. Acct #) from
Position/Department/Payroll Defaults for premiums: If you are passing G/L
codes to your payroll system, utilize premiums, and wish to carry the G/L code
from the position or department payroll export, turn this switch on.

Include the General Ledger Account number on the Payroll Export Audit
List: Turn this on if you are tracking by G/L code and wish to print the G/L code
on the payroll export audit report.

General Ledger Account Mask: Turn this on if your G/L code is built from a
combination of department/position and or job. This will cause the G/L mask step
to display on the “Setup/special” sub-menu.

Export overtime with base rate for payroll: Turn this on if your overtime and
double time rate must be the base rate when exported to your payroll.

External Payroll Magic: Turn this on if we have created custom software to
format your payroll export file to meet unusual, non-standard requirements.

(Note: Advanced tracker will advise you when this should be turned on, otherwise leave

it off).

r IEnﬂrle “Absent Code Groups" for percentage distribution:
of paid times.

The Absent Groups feature allows you to define a group of two or more absent
codes that will automatically be tied together when they are entered in Edit Time
and Attendance. For instance, if a company/organization has an employee on
Worker's Compensation and has to make up the difference in the employee's
wage, a ‘WCB’ Absent code can be tied to a 'Makeup Difference’ absent code.

17



- Holiday Pay Owerride For Employee’s Regular
Days Off
Mon Tues Wed Thur Fri

Turn this on if you have variable default work shift durations that effect stat
holiday pay based on the day of the stat.

Which rounding style do you wish to use for calculation
of dollars?

i+ High-Precigion " Low-Precigion

Set to High-Precision if you wish to calculate extended dollars based on 3
decimal place precision vs. 2 decimal places (Low-Precision)

How many digit precision do you want piece work
record raies to be recorded ai?

" 2 Digit " 3 Digit

If you are processing piece work transactions and require 3 decimal place
precision, set accordingly.

[ Bank rates with premiums attached

v Use the job table

[+ Use the related documents

[ Promptto save all changes to Employee profiles

[T Enhance Specification Buckets with extra Payroll fields:

Bank rates with premiums attached: If you are using time banking and time
that is banked has a premium attached, if you turn this switch on the hourly rate
of the banked time will include the premium rate value.

Use the job table: If you track time against job codes, turn this switch on. When
“on” a menu step to enter job codes will appear in the setup menu.

Use the related documents: Employee Tracker allows you to attach to external
documents such as Word documents. Turn this on and the setup/special menu
will enable you to enter these documents so you can attach them employees via
the notes function.

Prompt to save all changes to Employee Profiles: Turn this on to have the
system prompt you to save data entered in the employee profile entry.

Enhance Specification Buckets with extra Payroll fields: Turn this on to add
2 more filter data elements for the “employee specification bucket” function of the
system. The extra fields added are Pay Type and Frequency.

18



Choose a character to be used as a prefix on
scanfields:

nb-mt|_ Pu-iﬁnn|_ mmm|_

el ]

If you are planning to have employees or supervisors scan any of this information
using bar-codes, the bar-codes may need leading characters. Advanced Tracker
will advise you when this is required and will advise you of the values.

User-Defined Employee Fields Tab - Customize Software

You can create a "user-defined" field for your employees that will enable you to
enter and print this data against your e mployees. Be sure to review the list of
employee data fields available in the data dictionary in Appendix "A" before
creating new fields here. You will find the fields defined in the database
[etp.mdb] within the table called "employee”.

Empdmyer Contral Indarmation Time and Attendance

G ol ] User-Defined Bmipdoye e Statistical Flelds

CAR LIC#
LOCEER &

Add | Edit Delete |

19



User-Defined Employee Statistical Fields Tab—
Customize Software

These two fields will be available as entry fields in the employee profile data if
you turn them on.

Employee Tracker Plus [Your Company] - Customize Software

Schedule Advanced

Employer Control Information Custom Reports Time and Attendance

General User-Defined Employee Fields I User-Defined Employee iztical Fields:

I~ Year To Date Hours
¥ Seniority Number

o | e




Employer Control Information Tab — Customize Software

Simply fill in the blanks with your appropriate company information.

Employee Tracker Phes [Your Company] - Custemize Sefbware

User-Defined Employes Fields N ser-lhefined Emphayer Statisticel Ficlds

Alanasd

MName: rl'uur Comparny

Address: 1234

|
City: |surrey

Country: |Canada
Provinge [sc - Brsish ohumbia

Postal Code |
Phonea Number: |mﬂ] 53137714

21



Schedule Tab- Customize Software

Employes Tiacksr Pluz [Yoa Compang] © Ceclomercs S ollwas

1% llsn The Crawing Scheduls?
Define Shift Pedods | Croving Temglase |

U b "
First Dy OfF |© oe Bule From Statusfeeplopes -

uwwl" Wes Bule Froew $tatesfEeplopes -

Lif Led L

Tl By BT | oo Bale Foom Ststus Teplopes

I—Tﬂtm T
ke bed diys 0 ege de 80 oo pasie spar o,

¥ Use The Crewing Schedule?
Define Shift Periods|  Crewing Template |

If you are using weekly crew scheduling, you will have to enter shifts,
departments and positions from the setup menu first. Then you can return to this
step and set up shift periods and crewing templates.

¥ Override time calculation rule on scheduled days off

Defaults (overriden by Status, then Employee)

First Day Off |< Vs Rule From Status/Employee > =l
Second Day Off |‘: ¥se Bule From Status/Employee > j
Third MM I( Vse Bule From gtat“fhg].orl‘lﬂ > ﬂ

If you have overtime rules that are conditioned to working on first, second, or
third scheduled days off, you would have to set up time calculation rules first and
then return to this step and point the relevant days off to the appropriate time
calculation rule. This is the system default and can be overridden for exceptions
at the status or employee level.

™ Treat absent and holiday records similar to standard
scheduled days in regards to copypaste operations.

Checking this option allows you to perform time-saving copy/paste functions in
the same manner as with scheduled work days.

22



Time and Attendance Tab — Customize Software

Eeizlorees Tracker Phus [¥our Comsgany] - Cuskomices Softwars

Employer Crmtrol Inforsation I Custnm Renarts I Toma and Blundance 1
< Edit Tirme sad Asendance RBew Colems
Sauroe

AEEEEEEl
EEELEECC P

Fiece Records
[

T LTI ﬁﬁ!
DRDLEEL

Bimable Changes To s Tmes [ Warity fary Changes Te Recmd Moo [+

S orginal BT Smex? [ Sffect all e ords o day wehes spprssing BRLY OWESTIME? [~

Aliow maifiple shifts asd tme colcilation ries e o gaed dey T Prompt #hom appheng promiems [
Ammohs ST R bspees Premmiues To ARSENT Reosris [ Envar e user t0 emEr oveiesping time recorss [

Riti h §hif Fr TaHOLIAT - “Thay steaasbdl (ESe0d (7 Wiarknd Dein © Shit Dute

Log Dreraies In e Nsls

Loy Asenrd Addrsens in Soins Fald 1 rhm-llnrud|

e

- Edit Time and Atiendance Bow Colsrs

e EEEEEEE | [
T TR T ==

EEEEEEE | ==
T IR T =

Here you can define the colors for each record type that will be displayed on the

“Time and Attendance” transaction edit screen.

Disable Changes To Iniut Times [

Show original INOUT times? 2

Allow multiple shifts and time calculation rules on a logical day [
Attach Shift Employee Premiums To ABSENT Records [

Attach Shift Employee Premiums To HOLIDAY Records [

Log Overrides In Hotes Field [+

Log Record Additions In Hotes Field [+

Disable Changes To In/Out Times: Turn this on if you want users to physically

change “in / out” scans.

Show original IN/OUT times?: Turn this on to display the original “in/out”

swipes as a column on the time & attendance edit screen.
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Allow multiple shifts and time calculation rules on a logical day: Turn this on
to enable e mployees to work more than one shift per day.

Attach Shift/Employee Premiums to ABSENT Records: Turn this on to pay
premiums against absenteeism.

Attach Shift/Employee Premiums to HOLIDAY Records: Turn this on to pay
premiums against stat holidays.

Log Overrides in Notes Field: Turn this on to have the system write record
overwrites to the notes field.

Log Record Additions in Notes Field: Turn this on to have the system write
record additions to the notes field.

Verify Any Changes To Record Hotes
Affect all records in a day when approving DAILY OVERTIME? [

Prompt when apphying premiums [
Hever allow user to enter overlapping time records [

Verify Any Changes to Record Notes: This switch will prompt the user when
they attempt to overwrite a notes field in the edit time & attendance screen.

Affect all records in a day when approving DAILY OVERTIME?: When turned
on, this switch will cause all records on a logical day to be approved for overtime
when the overtime approval flag is set to “Y”.

Prompt when applying premiums: This switch will prompt the user when they
manually apply premium pay at the time & attendance adjustment screen.

Never allow user to enter overlapping time records: This switch will prevent
the manual entry of overlapping swipes.

"Day" should reflect = Worked Date (" Shift Date

The system uses a shift date and work date for all transactions. The work date
applies to the date the employee swiped in. The shift date refers to the date the
transaction is applied to. Reports and screens will display the day of the week.
Ex. Mon, Tues. This switch controls whether you want to display the shift date or
the work date day.

¥ Record Approval |by Supervisor only =]
¥ Time [ Holiday
[ Absent I Pesmiim

Turn this on to force transaction level approval for these record types. You can
define supervisory and/or employee approval. Employee approval requires the
installation of Employee Self-Service module.
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Now we will close the Customize Software window and set up
other information required by Employee Tracker under the

[Setup] menu option.

Time Calculation Rules (Mandatory)

From the [Setup] menu select [Time Calculation Rules] and enter your time
calculation rules. These rules allow you to define rounding and grace periods,

overtime rules, and lunch deduction rules.

& Emplopes Tiackes Phus [Yow Compang]
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Holiday Pay Rules (Optional)

From the [Setup] menu, select [Holiday Pay Rules] and enter your stat holiday

pay rules. These rules are generally governed by provincial or state labor law.

Most employers create one rule for full-time staff and one rule for part-time staff.

{ o] Emplopea Trache Flur [Yos Comgarg| - & labubagPubibc Halbdsy Flules

" Statutory/Public Holiday Rules

Eﬂh’lﬂlﬂﬂh’lﬂF‘ HBU‘IHF days pring to the boliday.

[ienstnents sribs purps
Pranpins & Wt L

Shift I PN S malsakerm e 0

Pretions By ‘wicrknsd Prior To Holidwy | /1
Time Qankz Fodl Tre Bgubrakerd (HHB [13000
Emplogess A NEFEENT e
Hedd, itd dspEsErirsT I
Pl Expart ™ il v vt deed by bl sl

Schadya ¥ DCorya worked prior 0 holidey [7F

Full T Ecpieniand (rlavps| [0

= Prarrs

Thiskn dpliimk bhilen ths s of Schadiling for i st m 0 ke whon sh
pmployee ik suppeser inwork. B yom do nof wse scheduling, do ned use these

' Errqlayes musl be pressnt on the waik gay price i tha holday
Coor
= Errplayes musl be prasent on the day altes the haliday
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Employee Status (Mandatory)

From the [Setup] menu, select [Employee Status] and create one or more
employee status codes. These codes are used to group your employees for
efficient processing and reporting. Each employee is assigned to a status code.
Employee status codes play a critical role in Employee Tracker. Status codes are
one of four major data elements used to filter and select employees throughout
the system. The other three major elements required are Supervisor,
Department, and Shift. Employee Tracker security enables you to create user
profiles, defining employee access based on the employee status code and the
other three fields.

Typical status code examples are: FT — Full Time, PT — Part Time, T- Terminated
and L-Laid off.

Setup Operations Heports Ulilties Extemal Ewt Help
Time Calculation Rules
Holiday Pay Rules
Employes Status
Absents
Departrents

Employee Tracker Plus [Your Company] - Setup/Status

LEAVE OF ABSENCE
LONG TERM DISABILITY
MATERNITY LEAVE
PART TIME
TERMIHATED
TEMP
TRANSEERRED
WORKERS COMPENSATION

oo ]| _eor | oome
<< povioun[|_oxi>>|

Absent Codes (Optional)

From the [Setup] menu, select [Absents] and create one or more absenteeism
reason codes. These codes will be used to document absenteeism transactions
for your employees. You will be able to define each of the absent codes as "paid"”
or "unpaid”, and for "paid" absenteeism you will define the appropriate earning
code and G/L code if required. Employee Tracker has several reports that will
enable you to analyze absenteeism. Also, if you are using the time banking
feature, certain absenteeism codes will be linked to the appropriate time bank.

Typical absenteeism code examples are: VAC — Vacation, SICK — Sickness and
JD- Jury Duty
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&) Employee Tracker Plus [Your Company]

Setup Operations Beports Utilities External Exit Help

Time Caloulation Rules
Holiday Pay Rules O Employee Tracker Pluz [Your Company] - Setup/Attendance Absent Codez [EJJEI E3 |

Absent Codes

BAHEED OVERTIME
CALL BACK
COMPASSIOHATE LEAVE
JURY DUTY
LEAVE OF ABSEHCE
LOHG-TERM DISABILITY
MATERNITY LEAVE
UHAPPROVED ABSENCE

Employee Status

<< Previous Next »>

Departments (Mandatory)
From the [Setup] menu, select [Departments] and create one or more

department codes. These codes are used to group your employees for efficient

processing and reporting and they allow you to define earning codes, G/L codes,
and hourly rates if departments are a rate source. Each employee is assigned to

a home department. All time and attendance transactions are applied to each

employees' home department unless an override function is performed.

Departments play a critical role in Employee Tracker. They are one of four major

data elements used to filter and select employees throughout the system. The

other three elements used are Supervisor, Employee status, and Shift. Employee

Tracker security enables you to create user profiles, defining employee access

based on the department code and the other three fields.

Departments also play a critical role in scheduling as schedules can be created

including departmental assignments and you can print or view schedules by

department.

& Employee Tracker Plus [Your Company]

Setup Operation: RBeports Utiibes Estemal Ext Help

Time Calculation Rules

Holiday Pay Rules Employee Tracker Plus [Your Company] - 5 elup/Departments

st
Absents :

[lEFIEI'H'|'|?F|":'-: """" T S T R T e o Y A i

HATHTEHANCE
ADMIH

LINE1
LINEZ2
LINES

“hea ] o | ower |
<< Poinm | e >>
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Premiums (Optional)

If you do not pay any of your employees’ premiums or differentials skip this step.
Otherwise, from the [Setup] menu select [Premiums] and create one premium
record for each unique premium you have. You will enter the appropriate
parameters and you can define earning codes and G/L codes for each premium
record. Premiums will be assigned to either a shift or an employee. You may
want to consult with an Advanced Tracker professional to determine the best way
to set up premiums for your company as there are many ways to do this.

Typical premium examples are: Afternoon, Night, First Aid and Lead Hand.

&) Employee Tracker Plus [Your Company]

Setup Dperations Heports  Utilities Ewtemal Ext Help

Time Cabculation Rules
Hﬂjﬂj Pw Rules Employee Tracker Plus [Yow Company] - Setup/Premium

Employes Status
Absernts S S i

WEEKEHD
Departments AFTERNOON
Premmjurs FIRST AID
Shifts

TRAINING
Positions

BOHUS
GHAVE YARD
IHN CHARGE
HEAL

TIME ZONE BASED

Shifts (Mandatory)

From the [Setup] menu select [Shifts] and create one or more shift codes. These
codes are used define the start/stop times of work shifts and to group your
employees for efficient processing and reporting. Each employee is assigned to a
home shift and the employee tracker scheduling module enables you to schedule
employees to work shifts on specific calendar days. All time and attendance
transactions are applied to each employees scheduled or home shift unless an
override function is performed. Shifts play a critical role in Employee Tracker.
Shifts are one of four major data elements used to filter and select employees
throughout the system. The other three elements are Supervisor, Employee
Status, and Department. Employee Tracker security enables you to create user
profiles, defining employee access based on the shift code and the other three
fields.

Typical shift code examples are: Day (07:00 — 15:30) and Aft (15:30 — 23:00)
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Setup Dperations Reports  Utiities Extemal Exit Help
Time Calculahion Rules
Holiday Pay Rules
Employes Status
Absents
Depaitments
Premiurs

Employee Tracker Plus [Your Company] - Setup/Shifts

Positions (Optional)

oo | o | oowe I cony |1 sorumier |

If you do not track or pay employees by position or job classification, you may be

able to skip this step, otherwise, from the [Setup] menu select [Positions] and
create one or more position codes. These codes are used to define skills or

classification against your employees and they allow you to define earning

codes, G/L codes, and hourly rates if positions are a rate source. Each employee

is assigned to a default position, and as many secondary positions as required.
All time and attendance transactions are applied to each employees' default or
scheduled position unless an override function is performed. Positions play a

critical role in scheduling as schedules can be created including positional
assignments and you can print or view schedules by position.

Position code examples: WELD — Welder, COOK — Cook and RN — Registered

Nurse.

O Employee Tracker Plus [Your Company]

Setup Operstion: Reports  Utlies Extemal Ewt Help

Tirme Calculation Rules

Holiday Pay Rules Employee Tracker Plus [Your Company] - Setup/Positions
Employes Status

Absents

DEpattineits GENERAL PRODUCTION 1

Premjums GENERAL PRODUCTION 2

GENERAL PRODUCTION 3
HATHTEHANRCE 1
MAINTEHANCE 2
MATHTEHAHCE 3
HO POSITION
SHIPPER

<< proviow | _toxt>>|

29



Time Banks (Optional)

From the [Setup] menu select [Time Banks] to create time banks and assign
them to eligible employees. If your employees are entitled to time off with pay
such as vacation, sick pay, banked overtime, or lieu time pay, you can use time
banks to manage the information. Time banking within Employee Tracker
enables you to create time banks and define: open/close date, accrual formula,
maximum accrual value, negative balance switch and absent code(s) to withdraw
from the bank.

Typical time bank code examples include: VAC — Vacation, OT — Overtime
Banking and SICK- Sick Bank

O Emploper Tracker Pluz [Your Compang]

Setup Opsation: Bepors Utiie: Essmal Ext Help

Ii'.a Cabculshion Rules Emploses Tracker Phas [YVour Company] - Setupd/ Time Banks

Hokday Pay Fue:

Ernployee Siatus Time Banks

Abrzerty . “ilpens
[epatmenls LIEM <lpens

oaT <0pen=
BTD <lpens

ICK I —
VAC 4% ligene
VAL 6% <lpens
<ELIEED™

Employees (Mandatory)

From the [Setup] menu, select [Employees] to enter employee information.
Here you can Add, Edit , Delete or Renumber employees.

To add a new employee, click the [Add] button from the Employees box. The
Employee Profile Box will appear. A list of employee information categories will
be displayed on the top left-hand side of the screen

Some of the employee information is mandatory and most of it is optional. Fields
with blue labels are mandatory and fields with black labels are optional. The
categories containing mandatory information are: “Information, defaults, and
dates”. Enter the information for the employee by

To operate this step you will need functional knowledge of the “‘Employee
Specification Buckets” Please refer to page 4 of this guide if you are not
comfortable with this functionality.
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) Employee Tracker Plus [Your Company]

Setup DOperation: HReports Utilities External Exit Help

Time Calculabon Rules
Holiday Pay Rules
Employes Status
&bsents [ Peraonal Contact
Departments : Emurgency Contact
J0b$ Drfauks
i  Positions:
Premiums Pramim
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400084 EPOVH, MART

Statutory Holiday Dates (Optional)

If you plan to use Employee Tracker to generate Stat holiday pay or if you pay
overtime for hours worked on a Statutory holiday, then you need to enter the
specific dates for each stat holiday. From the [Setup] menu select [Holidays]

and enter each future stat holiday.
**Note: do not use any special characters within the Holiday name (eg: use "New
Years Day" not "New Year's Day").

Note: this is subject to annual review and input.

¢} Employee Tracker Plus [Your Company]

Setup DOperaion: Heports  Utliies Extemal Ewt Help

IIITB Calculation Bules Employee Tracker Plus [Yow Company] - Statutory/Public Holidaps
Holiday Pay Fules Statutory/Public Holidays
e, e 12/26/2002  BOXING DAY
&bsents 1225/ 2002 CHRISTMAS DAY
Depaitrmerts 10f14/2002 THANKS GIVING DAY
.I- o 09702 /2002 LABOR DAY
Q 7 ngfosf2002 CIVIC HOLIDAY
Premiurs 07/01/2002 CANADA DAY
05/20/2002 VICTORIA DAY
Shifts
] 04/19/2002 600D FRIDAY
Bositions 01/01/2002 WEW YEARS
Time Barks

Emplovess
Holidays
Payroll Export
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Payroll Export (Optional)

If you plan to use Employee Tracker to export summarized earnings to your
payroll system, then select your payroll product from the list displayed in the
[Setup] menu [Payroll Export] function. Fill in the blanks with the relevant
information. If you don’t see your payroll product, or if you need assistance in
setting this up, contact Advanced Tracker Technologies.

Earning codes may also have to be set up in Absent codes, and premium codes.

Note: Client Code and Earning Codes must match the codes supplied by your
Payroll product.

© Employee Tracker Plus [Your Company]

Setup Operstions Reports Utiities Extemal Exit Help
Time Calculation Rules

Hokiclay Pav Aule Employes Tracker Pluz [Your Company] - Paproll Export Setup
a3 Fay Rules
Emoloyes Stabus ADP Payroll Export Setup
Absants As) Eaming
Departments : Code G.L. Account Number
T Set Ag Default Payroll Export: i Regular Hours: i [
Premiums Use External Interface: L 15 Hours: iz [
%hﬁ:‘ ~ Payroll Export Overwrite File 2.0 Hours: |14 |
;D& I;‘TS ke |c\e1p'\!te:p.dal Browse

ime San Holiday Regular: |1| 1
Employees ™ Payroll Export Append File
Holidays Holiday 1.5:[12 |
Payroll Export Holiday 2.0:| |
Schadule » ™ Enable Non-Pay Export

I" | Mon-Pay Export Dvenwrite File
Piece Work: |Pw

I Men-Pay Export Append File
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Schedule Patterns (Optional)

If your Employees work variable shifts, and there is a repetitive pattern to it, you
should create schedule patterns. Simply create one pattern for each situation.
You do not need to make a pattern for each employee, but rather one pattern per
shift type which can be applied to many employees. To setup schedule patterns
select [Setup], [Schedule], [Schedule Patterns].

Typical schedule patterns are: 3 week rotational (day/aft/grave), 4 week swing (2
weeks days, 2 weeks aft), 4 days full and one half day.

&} Employes Tracker Flus [Vow Comgrany]
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Post Employee Schedules (Optional)

If you have made Schedule Patterns, you must now post them to Employees. To
post Employee Schedules select [Setup], [Schedule], [Post Employee
Schedules].Simply select employees, select the relevant schedule pattern,
select the date to start the posting from and enter the number of repeats for the
pattern. You can post a 2 week pattern 26 times, starting on a Monday to
schedule an employee for a full year.
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Print Setup Reports

From the [Reports], [Master Information] menu you can select and print a
report for time calculation rules, status codes, attendance codes, departments,
shifts and positions.

i} Employvee Tracker Plus [Your Company]

Setup ﬂpuaﬁnmlﬂepolts Utiies Extemnal Exit Help

i 2zter Information r Time Calculation Rules
Employee Information » Statys Codes

Time Analysis » Attendance

Time B arking » Departrents
Attendance Exception » Shifts

Attendance Specialty  » Positions

Schedule Reparts » Scan Fields

From the [Reports], [Employee Information] menu you can select and print
reports for employee information.

¢} Employee Tracker Plus [Your Company]

Setup ﬂpuaﬁnmlﬂepnrts Utiites Ewxternal Ewxit Help

Master Information b

Employes Information ¥ Employee List

Time Analpsis [ Employes Master List
Time B anking » Fate History
Attendance Exception » Employes Positions
Attendance Specialty  » Uzer Defined Fields
Schedule Reports » Employes Badges
Advanced 3 Mote Type Analysis

From the [Reports], [Time Banking] menu you can select and print reports for
time banks and employee time bank balances.

Setup DOperation:  Reports Utities External Exit Help

Mazter Information
Employes Infarmation
Time Analysis

Timne Banking
Attendance Exceplion

Er ILll QlieE TII‘ e B arnks
Aftendance Specialty Time Bank Audit
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From the [Reports], [Schedule Reports] menu you can select and print

employee schedules. You can select weekly, one monthly or annual reporting.

Setup qudinm|ﬂapnm Utilites Extemal Ewxit Help
 aster Information
Employee Information
Time Analysis
Time Banking
Altendance Exceplion

Attendance Specialty

Schedule Reports Schedule Pattemns
Advanced Employee Availability Fattems
Budget Pattems

Month End Repart
Employes Schedules

Master Schedules
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Operating the System on a Daily Basis

After you have completed the installation and setup of the system you are
ready to operate the system.

A list of recommended daily procedures is listed below:

Initiate your time recorder retrieval software and retrieve transactions from the
time recorder(s). You can also set this software to retrieve records at specific
times or at specific time intervals throughout the day.

From the menu option [Operations], select [Edit Time and Attendance
Transactions]. Set the date range to include the dates you are reviewing.
Correct any missing scans, and add any absenteeism information for employees
who were absent.

&) Employee Tracker Plus [Your Company]
Setup | Dperations Heports  Utiities External Exit  Help
Hetneve Time Records Ctri+R

Edit Time and Attendance Transactions Chil+E

If you want to print a detailed transaction list, select [Reports], [Time Analysis]
and then [Time and Attendance Transactions]. Set the date range to include
the dates you are printing, and select the employees you are reporting via
"employee specification buckets".

)} Employee Tracker Plus [Your Company]

Setup Dperations | Bepots Utilities External Ewit Help
Master Infarmation
Employee Information

Time Analysis Time and Attendance Transactions Chil+T
Time Banking Original Swipe List

Atz seea Eumankbine
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Operating Periodic Steps

There are several steps that you can run on a periodic basis rather than a daily
basis as listed below.

Data Backup

Remember to backup your data!

To backup your data, from [Utilities] menu, select [Backup Databases]. You will

then be prompted "Are you sure you want to backup the databases?" Select
[Yes]. This step will create a copy of your data in a folder named "!!backup!!

mm.dd.yyyy" attached to your active data path folder.

) Employee Tracker Plus [Your Company]
Setup Dperations HReports | Utiities Extemal Exit Help

Time Recorder Communications  » -
Set Data Path

Cehetnbpmtsam

RUNS

Under the [Operations] menu option, there are four types of runs available:
Payroll Export Run, Holiday Pay Run, Employee Rate Increase Run and
Positional Rate Increase Run. There are four basic steps to all runs. First, you
create the run and then edit it. Next, you will print and post the selected run. To
keep it simple while you are learning the software, we will discuss two types of
runs below: Holiday Pay Run and Payroll Export Run.

Holiday Pay Run

Run this step to pay employees for a public holiday on the first working day after
the holiday.

From the menu, hit [Operations] and then [Holiday Pay Run].

Eﬂt'-p|g,pnrntm Reports Uklities Exbernal Exit Help
Retrieve Time Records Chrl+R

Lock Ouk Edits
Payrol Export Run Chri+P

Employee Rate Increase Run
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Payroll Export

At the end of the pay period after you have finalized the time information, you can
run the payroll export step if you are exporting to your payroll system. From the
menu, hit [Operations] and then [Payroll Export Run].

o Employee Tracker Plus [Your Company]
Setup | Qperstions Feports  Ubilities External Exit  Help
Retrieve Time Records Chrl+R

Edit Time and Attendance Transactions Chrl+E
Lock Ouk Edits

File Purge

The Purge function is used to permanently delete various types of records. It is
useful for deleting old schedules, groups of holiday records or any other type of
record in ETP.

WARNING: Be very careful when using this feature, as it cannot be
undone!!l Once the records are deleted, they cannot be recovered!

GIERONS, ERIC
EALIHA, MICHAEL

MEYERS . JEFFREY R,
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Records To Purge ¥ Time M TimeErrars [ Premism
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From the [Utilities] menu, select [Purge]. The above window will appear. Select
the appropriate Employee(s) from the bucket. Then select which record types
you would like to delete for the selected employees by checking off the
appropriate boxes (ie. Time, Absent, Holiday, Time Errors, etc.).
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Next, select the date range of records to delete within the From Date and To
Date fields. Click the [Purge] button. Before the records are purged, the system

will give you one last warning. “Do you wish to continue the purging process?”.
Select [Yes] and your records will be deleted. After Purging records, see below

info on File Compact & Repair.

File Compact & Repair

When the Purge process is complete, you will be prompted with another window.
It will say: “Purging Complete. For best results, it is recommended that you
perform a Compact and Repair on the database by going into
Utilities->Compact Database.”

This function is used to clean up the databases after a high level of data
manipulation.

From the [Utilities] menu, select [Compact Database]. A window will appear

indicating the status of the job. Once the Compact & Repair is complete, a
pop-up window will notify you. Click [Ok] to return to the ETP main screen.
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Time Recording

Time Recorder Setup

Are you using electronic time recorders with Employee Tracker?

If yes, please consult the document relevant to your time recorder. The
publications available are:

Symcod

CMI 2016

RSI Hand Punch
RSI HP3000 Serial

LET'S RUN THE SYSTEM THROUGH THE ROPES AND MAKE SURE
TIME RECORDING WORKS!

Take an employee badge and scan in on the time recorder. (If you have more
than one time recorder, scan a different badge on each time recorder and keep
track of the badges for audit purposes).

Initiate your time recorder retrieval software and retrieve transactions from the
time recorder(s).

From menu item [Operations], select [Edit Time and Attendance
Transactions]. Set the date range to include the date of the scans, select the
employees whom you scanned, and view the transactions you’ve scanned.

¢} Employee Tracker Plus [Your Company]

Setup | Operations Heports  Utities External Exit Help

Betrewve Time Records Chri+R
Edit Time and Attendance Transactions Chi+E

Wait 15 minutes and go scan the same badges out.

Initiate your time recorder retrieval software and retrieve transactions from the
time recorder(s).

Once again, choose menu item [Operations] and then select [Edit Time and
Attendance Transactions]. Set the date range to include the date of the scans,
select the employees whom you scanned, and view the transactions you've
scanned. The records should all have “in” times and “out” times with calculated
hours/minutes. If all is well, you can delete the records.

You can now issue badges to employees and show them how to scan.
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Badges

Are you going to make your own badges with Employee Tracker?

Step 1: BADGE SHEET LAYOUT

From the [Utilities] menu select [Badge Sheet Layout]. Then from the Badge
Sheet Layouts window select [Add]. You can create multiple layouts of how you

would like your badges setup and printed on a page.

Eepods | Utibes Evenal Ewt Hep
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Step 2: EMPLOYEE BADGE LAYOUT

From the [Utilities] menu select [Employee Badge Layout]. Then from the
Badge Layouts window select [Add]. You can now create multiple badge layouts
and link your corporate logo and employee photos. (.BMP or .JPG images
accepted).

Reports | Lils: Extensl Ewt Help

e emsce [

Backup Datsbases tmployee Tracker Plus [You
Sel Printer
Tool Bar Sehup

Secunly
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r Company] - Badge Layouts

Badge Shast Lagout

3. Print your badges

From the [Reports] menu select [Employee Information] and then [Employee
Badges]. Now select which employees you wish to print badges for by using the
bucket. When all employees you need are selected, click [Print].

ackei Phis [Vouw Company]

u | Repots Utlies Extemal Ewt Heb

IMaster Indormation » |

Employes Tracker Plus [Yow Company] - Punt Emplopes Badges
Employee List Print Employee Badges
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Flabe History
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NOTES:




