QUICK START GUIDE

Unpacking Your Time Clock and Accessories

Before setting up your clock, please confirm you have all the following materials:

Driver
CD

Power
2 Keys Employee Supply

Time Clock
25 Pre-assigned
ID Numbers

Mounting Plate

15’ Ethernet 50’ Serial 15’ USB
Cable Cable Cable

Missing items? Call Icon Time Systems at 1.800.847.2232 - Option 1

Issuing Employee ID Numbers

CARD FRONT

Employer retain top portion Pre-assigned ID#:
of this pad for reference. Clip and
give lower portion to employee. 901

Write Employee Name here.

Cut along the dotted line. Asigned o:

Your Pre-assigned ID#:

Give the bottom portion

- 901
to your employees. {keep canfidentdl)

<— |IN and OUT.

Instructions for use are on the back of this card.
Para instructions, vea el reverso.

CARD BACK

To reorder Pre-assigned

ID# pads or to increase your
employee capacity, please call
1.800.847.2232 — Option 3.

INSTRUCTIONS INSTRUCCIONES

To signin: Para registrar entrada:
Enter your 3-digit ID# on the  Entre su numero de 3 digitos.
keypad and press IN. Oprima IN.

To sign out: Para registrar salida:

Enter your 3-digit ID# on the  Entre su numero de 3 digitos.
keypad and press OUT. Oprima OUT.

Back of card includes
easy to follow instructions
<— in English and Spanish.

If you have ordered additional employee capacity, refer to your
User Guide for instructions on printing additional cards.

Employees will use
e the 3-digit ID number
on the card to clock

2.1
2.2
2.3

24

Setting the Date and Time

Connect your employee time clock into a wall outlet.
After ten seconds the clock will display “Set Date.”

Setting the Date and Time — Use A\ and W keys on your time clock to select the current
month and then press Enter. Follow the same procedure to advance through each step.
If a mistake is made, press Clear to go back a step.

When you are done the clock will display “Date and Time Set.” Move on to Step 3.

Warranty requires that you plug your employee time clock into a surge protector.

Connecting Your Employee Time Clock

Option A — Connecting to Your Network — Recommended Connection

A1

A2
A3

A4

HUB,
ROUTER
TIME CLOCK OR SWITCH PC

Connect one end of the Ethernet cable into the Ethernet port on the bottom of the
employee time clock.

Connect the other end of the cable into your network router, hub, or switch.

Disconnect the power supply from the clock and reconnect the power again to
power cycle the clock.

Go directly to Step 5.

We recommend connecting and testing your Employee Time Clock
once before running any permanent wiring.

For Technical Support Call 1.800.847.2232 Option 1






