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Email Alerts

Overview

Alerts is an automated email generation tool that will send emails to pre-assigned contacts based
on a variety of exceptions and triggers. The system also records all emails generated in an email
alert history file. This can be reviewed by employee, alert type, and date range.

Alert types include; Absenteeism, Tardiness, Leave Early, Time accumulation, shift count
accumulation, break duration, missing swipes, and scheduled VS actual variances.

There are a number of steps you must complete to configure Email Alerts and some ongoing
operational steps that must be completed. These steps are defined in this document.
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Activate Email Alerts

) Employee Tracker Plus [Training Data]

«etup Operations Reports [Utilities | External Exit  Help

algl # ﬁ‘i ‘@ Time Recorder Communications

DAILY Backup Databases
[ ee |
|“| w Set Printer
Employees Tool Bar Setup
Security

System Access Log
EditT& A

Employee Badge Layout

Badge Sheet Layout

Schedule Badge Element Colors

. Set Default Badge Printer
5
Print T & A Update Schedules
Compact Database

Time Approval

Center Customize Medules

b

Customize Alerts

This switch allows you to
create/test alerts without

Click Here ©

(he system will start at this date to \

process any date related alerts or

cumulative hours or shift alerts or
transactional based alerts.

actually sending emails. z -
}s Customizatiops—

Do not select a date too far in the past if
your purpose is to track events forward

from the present time /

Vol

[ Send Ho Emails

~—

Outgoing Mail {(SMTP) |rnai|.advancedtracker.com

Alerts Email Address |AIerts@Ad1.ran cedtracker.com

COAROAM IO YOUr 2enfers af0iress rures

[v Server Requires Authentication

Username |jam ies@advancedtracker.com

Password |m

Server Timeout 1000 ms.

Help

Exit <<

L

Check with your network or email

Mministrator for these settings

L
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Define Email Contacts

T r— 5 |1mrung Latay

(358] Grentons feports Utkbes Ecemal Ext Help
Time Calculation Rules
Helidy Pay Pl
Eenployes Status

Click “Alerts Contacts”

Abgents
Depetments
br

St
Positiorns
Time Danks
Empleyess
Helidays
Payroll Epert
Schedde

Raach Tise ank Apphication

Aderts Setup 0 Alerts Contacts

—7T7 Alerts Defusitions

Abests Assigrenents.

Contacts lﬁ
Contacts |
BROWN, JOE
JOHNSCN, MIEE
HE
FINANCE
LOUIS, JARMES
Click [Add]
to add a new
contact
Add || Edit | Delet Hel Exit - .
.. | - _ eee_ P : Xt << This lists employees entered in
o Employee Tracker. It’s sole purpose is
. to fill in the “Name” Field
Edit Contact
Contact )
/
Code |1001 Smith, Bob ‘ vi
Name — Email address of contact. Must be
|smich, Bob ] entered manually
Address Ihob@yourccu.com A——"\
Dept. Head |10 SHOP 1 B
|
130 SHOP 3 If the contact is a department head they may be
[]40 WHSE 1 -~ ) . .
selected as a recipient during the “define email
150 WHSE 2 »
alert” process.
[]&0 WHSE 3
[]as OFFICE
Help Save Cancel | ‘
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Alerts Definitions

®) Cmployes Tracker Pluz [Training Data] -

Ectup | Operations  Beports  UbMies  Esternal  Exit Help
Time Caleulation ules
Hulidey Pay Rules
Employee Stetus
Absents

Departrents

Jobs

Shifts.

Pasitrars

Tirne Banks

bmpleryees

Halidays

Payroll Export

Schedule v

Batch Tume Bank Apphcation
Alerts Setup

p————— - |

Click “Alerts Definitions”

Setup Alert Triggers.

Alert Triggers

Worked — More than 8 hours in a day

Add |

Edit | Deletel

Help

B Alert Bucket

/The “Bucket” button

displays the form
below.

Alert Bucket

Alert Types

IAhsenteeism

Break

Date

Leawve Early
Mis=sing Scans
Points

Shifts

m

7 |

Absenteeism -

=

== Remove All |

Tardiness A -

These are all the alert
types. You may display
one, some or all to work

<< Remove All |

Ok

Exit << |

with at any given time ) —
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Alerts Definitions - continued

Select the type of Alert you wish to
create.

This will appear
in the Subject of

the Email

This will appear

in the Body of
the Email

Select the contacts you wish
the email to be sent to.

ﬁert calculations or triggers
| are entered in this section for

all alert types

This will group many
employees on one email VS on

Setup Alerts
Edit Alert |
Subject
Body -
Send To
Font @ Background
Criteria ‘Absent,eeisrr. j
Absenteeism -
Tardiness ~
Leave Early =
Points
Date
Break
Shifts -
Status " Active " Inactive Bundled Emails [
I~ Detailed email Help Save Cancel ‘
[ Setup Alerts &J
| Edit Alert |
Font and \ Subject Worked more than 40 hrs in a week /=
Background are Body Worked more than 40:00 hours in a week -
used to highlight |
alerts in the alerts )|
hIStory screen Send To FINANCE
HR
LOUIS, JAMES
Alerts van be ot N ooond [
.aCtIV.atEd or Criteria |Time |
inactivated by
these radio buttons IF( ¥ REG * M T15 * ¥ T20 - [ ScheduledHours )IS
< [MORE THAN ~| [40:00 Hours.
\ " Daily " Monthly
If an Alert is based N # Weekly s Days In A Row. T
Sre]t;;?:stahcetlyocvaill |— Anchor Date For Calculation D
be included in the Status & Active  Inactive Bundled Emails ¥ [
body of the email
/\f Help ‘ Save ‘ Cancel ‘
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Alerts Definitions — Absenteeism

When “Process Alerts” runs it will look for the specific absent code in the alert and create an
email for each occurrence. If you select bundled email, the email will provide you with a list of
each employee that had the absence.

| Setup Alerts @
Edit Alert
Subject awal
Body Awol
You may select one
absent code from the
absent code list.
Send To LOUIS, JAMES
- - //
Criteria [2bsenteeism ~|
Absent Code AWOL AWOL j
Status « Active " Inactive Bundled Emails v
[~ Detailed email Help Save Cancel
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Alerts Definitions — Time

When “Process Alerts” runs it will look for time records and scheduled records (if chosen). Hours
will be accumulated and measured against your specific criteria as entered.

Setup Alerts ﬁ

Edit Alert
SLIhjECt exceeding 40 hours in a week
Bﬂd},f exceeding 40 hours in a wwek »

Send To LOUIS, JLMES

Font I:| Background |

| Select type

Criteria |T ime / of hours

You may choose: —
MORE THAN IF{ v REG + ¥ T15 + [¥ T20 - [ Scheduled Hours )18
BETWEEN
LESS THAN Select
MORE THAN | |40:00 Hours.
//'> | J | measurement
I ™ Daily © Monthly period
If you select “Days in a % Weekly ™ Days In A Row.
Row” you will need to
select a starting date _
for measurement //'> [~ Anchor Date For Calculation \:\
Status « Active " Inactive Bundled Emails +
v Detailed email Help ‘ Save ‘ Cancel ‘
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Alerts Definitions — Leave Early

When “Process Alerts” runs it will look for “out” swipes and compare then to the scheduled stop
time and calculate any “leave early” time. If the calculate leave early time falls within your
measurement criteria an alert will be created.

r

Setup Alerts Iﬁ
Edit Alert
SLIhjECt Left Early
Bﬂd}f Left Early *
Send To LOUIS, JAMES
Font I:| Background :
Hours/minutes
o range of leavin
Criteria Leave Early earl%/ ’
Employee Left Between |p-gq And (400 Early.
Status “ Active " Inactive Bundled Emails v
[~ Detailed email Help Save Cancel
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Alerts Definitions — Tardiness

When “Process Alerts” runs it will look for “in” swipes and compare then to the scheduled start
time and calculate any tardy time. If the calculated tardy time falls within your measurement
criteria an alert will be created.

Setup Alerts @

Edit Alert
SLIhjECt Late for work
Bﬂd}f Late for Work between 00:01 and 4:00 *
Send To LOUIS, JAMES

Font I:| Background

Criteria |Tardi:1e55 j
Employee Arrived Between |p-gq And (400 Late.
Status « Active " Inactive Bundled Emails ¥
[~ Detailed email Help Save Cancel
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Alerts Definitions — Points

Assumes that “Points” feature has been activated and set up.

When “Process Alerts” runs it will look for points in “timehistory” records and compares them to
your criteria. If the cumulative points for the specified time period match your measurement
criteria an alert will be created.

** Even if you don’t have a points system in place, this is a way to measure cumulative tardiness
or absenteeism or a period of time **

Setup Alerts &J

Edit Alert
SLIhjECt Exceeds 3 points in a week
Bﬂd'}f Exceeds 3 points in a week »

Send To LOUIS, JLMES

Font I:| Background |
{ Selec_t type
Criteria Points /\of points

You may choose: ¥ Shift Start Iﬁm'
MORE THAN (- ! - rhEn + [ Absent )
BETWEEN Lunch Start Lunch End
LESS THAN ] Select
//> |MDRE THAHﬂ | Points. measurement
eriod
[ " Daily " Monthly — P
If you select “Days in a * Weekl i~ |_3 Days In A Row.
Row” you will need to Y
select a starting date
for measurement K’> [~ Anchor Date For Calculation ‘:\
Status « Active " Inactive Bundled Emails v
¥ Detailed email Help ‘ Save ‘ Cancel ‘
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Alerts Definitions — Dates

Looks at employee dates and generates alerts based on either “days before” or “days after”

criteria.
Setup Alerts X
Edit Alert
Sl..lbjECt Probation Date Approaching
Eﬂd}f Frobation Date Approaching -
Send To LOUIS, JAMES

Font _ Background

Criteria [Date |

Y :

ou may choose Remind Me...

Before

After Days | Weeks Months Years
Before 1
Before 3
Before

ﬁou may choose:
Birthday

Review Date Probation Date ~] Ignore Year I-\R

Hire Date Birthday E!i N

Rehire Date Review Date _Bundled Emails # For Birthday
Recall Date Relire Dat = only

Layoff Date 1 Irlfﬂ-ﬂt €

Termination Date mail HeReca I]a:a J Cancel |

Probation Date —

Pay Increase Date e
Seniority Date

Holiday Eligible Date
Position Training Date

Position Re-Training

Note Memo Date
Not Action Date

Page 12 of 19
EmployeetrackerEmail ALerts.doc



Alerts Definitions — Breaks

Looks at either paid or unpaid breaks and measures the break length against a pre-defined time
allowance.

[ Setup Alerts ﬁ
Edit Alert

Subject Lunch greater than 30 minutes

Body Long Lunch -

Send To

Font I:| Background

Criteria |3rea].; You may choose:
“Paid”
or
You may choose: “Unpaid”
“any ONE”
or
“the total of “ALL” >Ll |ﬂn‘,f ONE j |F'ﬂid j €ak
j for any work day exceeds 30 minutes
i Enter
minutes

Status = Active " Inactive Bundled Emailsi v
[~ Detailed email Help Save ‘ Cancel ‘
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Alerts Definitions — Shifts

Looks at the number of shifts that an employee has worked from their hire date, re-hire date or

seniority date..

Setup Alerts
Edit Alert
Subject 100 Shifts Worked
Eﬂd},r' 100 Shifts have been worked -
Send To LOUIS, JBMES
Criteria Shifts [ Enter
number of
You may choose: shifts
MORE THAN more THAN +| [100 SHIFTS _
or
“LESS THAN”
Within |ggg Days.
You may choose:
“Hire Date”
From The Employees' |Hire Date j “Re-hire Date”
“Seniority Date”
Re-Hire Date
Seniority Date | \
Status " Active " Inactive Bundled Emails ¥
[ Detailed email Help Save | Cancel
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Alerts Definitions — Missing Scans

Looks at the current date and finds missing scans.

Setup Alerts ﬁ

Edit Alert
Subject Misz=sing Scans
Body Misz=sing Scans *
Send To LOUIS, JAMES

Font |:| Background

Criteria |I-Iissi:1g Scans j

This Alert will send if employees have any Time Record Errors.

There are no options to refine this Alert type.

Status « Active " Inactive Bundled Emails v

[~ Detailed email Help Save Cancel
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Assign Alerts

Each time you create an alert, or add a new employee or inactivate an employee you must assign

alerts.

(® Employee Tracker Plus [Training Data]

[Setup] Operations Reports _Utilities External  Exit  Help

Time Calculation Rules
Holiday Pay Rules
Employee Status
Absents

Departments

Jobs

Shifts

Positions

Time Banks
Employees

Holidays

Payroll Export
Schedule ’

Batch Time Bank Application
Alerts Setup 3

:}

Alerts Contacts
Alerts Definitions
Alerts Assignments

Select “Alerts
Assignments

Batch Edits

Help |

Edit Employee Alerts lé]
Edit Employee Alerts |
Selected Employees
1001 Smith, Bob -
1003 John=son, Joe
1004 Black, Candy
100410 BROWMN, MARY
Click [Batch Edits] 1005 Brown, Jerry
after you have 100510 LUND, JERRY
selected the 1006 Lee, Larry
employees you are 100610 JONES , ] JANET
working with 1007 Jee, Jill
9 100710 Jones, Myrna
1008 Radley, Boo
1100 will, Jill -

Select the
employee(s) to
assign alerts to.
Typically if you
create a new alert,
select all active
employees. If you
hire a new employee

\\just select that guy. /

~
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Assign Alerts - continued

(Click this to select
specific alert types or

Batch Edits to make sure you are
= — 7 including all the
Batch Edit / alerts you want

REwol

exceeding 40 hours in a week
Happy Birthday

Lunch Greater Than 30 minutes
Probation Date Approaching
HWorked More than 8 hours in a day

/Click [Batch] once

you have selected the
alerts you wish to
assign

[+ ‘Overwrite Existing Alerts®

Help | Batch | Exit << |
|
[ a ers &J‘ - - -
i This will be displayed when you
P click the [Batch] button. Click
|_Q_I Do you wish to overwrite these alerts for the selected employees? [Yes] to continue and Complete the
. assignment
.............. T =
[ Alert Bucket 0 o5
| Alert Bucket |
Alert Types
g | =] =] _<< | [posentecion =1 onty the
Select All == << Remove All | alerts placed
here will be
~ assigned

Awol
% exceeding 40 hours in a week
Happy Birthday

Lunch Greater Than 30 minutes
Probation Date Approaching

Worked More than 8 hours in a day
== e

Select All == <= Remowve All

Ok ‘ - Exit<<
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Process Alerts

Alerts can be processed two ways. 1) Directly from the menu as displayed below. 2) As an
independent process from your server by installing “ProcessAlerts.exe” and creating a scheduled
task. In either case you should seek assistance from your network administrator to
activate this.

Employee Tracker Plus [Training Data]

Setup [Dperations | Reports Utilities External Exit  Help

Iil L1 Edit Time and Attendance Transactions Ctrl+E
Lock Out Edits

Approvals Required

Holiday Pay Run Ctrl+H

m

Schedule 3

Time Approval Center
Labor Distribution

Recalculate Time Banks Rates

- Alerts Operations » Process Employee Alerts

Print T & A

} Employee Alert History

@ Employee Tracker Plus [Training Data] T\ = L

Setup Operations Reports  Utilities  External  Exit Help

59 0800e5H
DAILY

Lk

Employees

SRS

Schedule
& -
e When run from the menu. This progre?

Employee: 400260 N " )
) bar will be displayed while the alerts
Time Approval
Cer_|l§r pI‘OCGSS

Processing Alerts: Probation Date Approaching (5... %

** You will not be able to do anything

Eioe T D else in Employee Tracker while this is
Date and time of last retrieval | Thursday April 20, 2006 10:16 am running. wx
Current date and time Thursday October 08, 2009 11:31 pm /
Editing Lock Out Date -- query in progress —
Current Employee Tracker user | ADMIN
Employees on premise 0 (0%)
Employees booked off 0 (0%)
Emplovees worked and left 0 (0%)
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Employee Alerts History

@ Employee Tracker Plus [Training Data]

Setup [Opelations] Reports  Utilities External  Exit  Help

lii E Edit Time and Attendance Transactions Ctrl+E
Lock Out Edits

Approvals Required

E Holiday Pay Run Ctrl+H
Schedule 4
Time Approval Center
L
Labor Distribution
Recalculate Time Banks Rates
e Alerts Operations 3 Process Employee Alerts
/

Employee Alert History

Print T & A
You can select a date range Select Alert Types
of alerts to view
|

1

‘ Select Employees

Alert History \
N \
| Employse Alert History
N
Employee % Date Range
|1un1 Smith, Bob ~| | @ Tol
f ; Alert Count: &
[contacti=)

10/08/2009 | Probation Date Approaching LOUIS, JAMES
10/06/2009 | Probation Date Approaching LOUIS, JAMES
10/02/2009 | Probation Date Approaching LOUIS, JAMES
09/21/2009  Worked More than § hours in a day LOUIS, JAMES
09/6/2009 Lunch Greater Than 30 minutes LOUIS, JAMES

Awol
09M52009  Awol LOUIS, JAMES

Smith, Bob was absent on Tuesday, 09/15/2009.

The reason was AWOL.

=< Previous Next >> Help Exit <<

—
Next Employee

N—

View summary line or
details
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