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Introduction: Welcome

Welcome to thelUniversal Time Clock 2.&lniversal Time Clock 2.0 is our latest release and includes many new features
and improvements to the Universal Time Clock product including; paid break tracking, create custom reports, export
programs to ADPand QuickBook&and more!

Use this guide to learn how to use your Universal Time Clock to perform essential tasks that will make tracking employ
time and your payroll processes more efficient.

The Universal Time Clock system offers breakthroughevetled technology that bringbe simplicity of embedded
software to your time and attendance system, all without requiring Internet access. With the Universal Time Clock, you
gAtf o0S F6oftS G2 GNIXOl YR YIFylF3S &2dzNJ SYLJX 28 S Sexgrt (A Y
reports, and much more directly from your Web browser.

Your Universal Time Clock can be connected directly to your computer via USB, serial, Ethernet connection, or to your

network via Ethernet. For instructions on connecting your employee tinek cfilease refer to the Quick Start Guide
that came in your employee time clock package.

Universal Time Clock Features

The Universal Time Clock product line is one of a kind, available with features that cannot be found on any other time
clock in the maket. We are certain that you will be pleased with your new time clock purchase.

The Universal Employee Time Clock can be found in two distinct models,-i® FBRQ.0and the RT€0002.0.

1 TheSB100 PRO 2.0niversal Time Clock offers a basic sdeafures at an entry level price and is designed for
small companies that do not require a lot of featuréeeSB100 PRO 2.6omes standard with 25 employees
and is upgradeable up to 250 employees.

1 TheRTEL000 2.0Universal Time Clock is the perfectfdit a growing business that requires a time clock that
can keep up with changing needs. This time clock is ideal for those companies looking for arfelagoreduct
that is fully supported by a nationwide network of expeifieeRTEL000 2.0comesstandard with 50 employees
andis upgradeable up to 250 employees.

Most of the information in this User Guide is applicable to bothSB4.00 PRO 2.8nd theRTEL000 2.0 In instances
where the information is only applicable to one of the time clock modeds for the following labels

RTE10002.00nly- If the information is only applicable for users of the RDG02.0 Time Clock.

- If the information is only applicable for users of t8B100 PRO 2.0ime Clock.
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SystemRequirements

- Any machine that uses a Web browser (Mac, PC, iPhone etc.)

- Ethernet and Internet connection are required for remote Internet access

- One available Ethernet, USB or Serial port

- Using USB or Serial Connection requires Windows Operating Sydteamd above)

- QuickBooks Plum and ADP Export programs require Windows Operating System (XP and above) and can be
found on the Configuration and Documentation CD included with your time clock package.

" Note: If you are using your Universal Time CloclhwitMacintosh computer, you must connect your time clock
Mac |t your network using Ethernet.

Connection / Setup

Refer to the Universal Employee Time Clock Quick Start Guide for instructions on setting up your employee time clock’
connection and logging intpour time clock for the first time.

You can find a copy of the Quick Start Guide on the Configuration/Documentation CD supplied with the time clock pr ol
our website at the link below.

http://www.icontime.com/support/ search.asp?search=quick+start+quide&table=Manuals

For instructions on connecting your time clock over the Internet, refer taGhapter 8 | Troubleshooting and
Frequently Asked Questions.

Support and Troubleshooting

For your convenience, troubleshooting tips and khims can be found iChapter 8 | Troubleshooting and Frequently
Asked Questiondn addition, our technical suppastte lists more troubleshooting tips and hews to assist you with
the Universal Time Clock. You can reach this siterat.support.icontime.com

Upon product registration, you receive a complimentarydatrial of our Gold Technical Support Plan, which includes
unlimited telephone support and remote assistance. For those subscribers of our technical support plans, your
dedicated support team can be reached Monday through Friday from 7:30am to 4:30pmc(Peadi time) at

(800) 8472232 option 1.

We highly recommend that you register your employee time clock to ensure that you receive email notification of free
A2F061 NB dzLJRFGSaz AyadlrdS &2dzNJ Y ydzsupgord dzZNS NR & 6 NNI y i

Register Your Time Clock-atww.icontime.com/universal_time clock registration.asp

Accessories and Upgrades

The Universal Time Clock offers basic features to meet modt tmaid-sized businesses needs. For companies that
require additional features and functionality, upgrade packs and accessories are available for your employee time clocl
including; employee capacity upgrades, proximity badges, browser based Web RuecBldck, benefit accruals, and

more. For a list of available upgrades and instructions on enabling these upgrate€lugmpter 6 | Accessories and

Upgrades
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Chapter 1 | Getting Familiar w ith Your Time Clock

The Universal Time Clock interface is designed to allow you to quickly and easily complete your tasks and run your
reports. For this reason, the time clock is divided into sections to make navigating through your time clock interface
intuitive and easy. In this chapter you will learn how to navigate through your time clock.

Navigating Through Your Time Clock Software Interface

Time clock navigation is done through five distinct metiane Reports Files Settings andHelp. Place your cursor
over the appropriate icon in thBlavigationmenu (shown below) to view menu optiondloving your mouse cursor
over each of the icons will display the individual ddgwn menu items.

Using the Home Page

When you first log into your time clock, théomepage will display automatically. THomepage provides
a quick glance at the activity on your time clock including notifications of custom alerts. More on this in

HOHE Chapter 2 | Setting Your Time Clock PreferentdeHomepage also provides you with helpful links to
configure your software.

Navigation Menu: Help Icon:
provides one-click gives quick
access to time clock access to this
menus. User Guide
Time Clock - Windows Internet Explorer |M|
&)+ [ niprno2ies260index +[ 43| x | [ Google P -

D s - =
con, QO [o o M ° 6~ @
HOHE REPORTS PRINT FILES SETTINGS LOGOUT HELP
S I 020 2 :

m

Sort By - Show All

IGNORE DATE / TIME ALERT / TASK

& 01/01/07 Mon 12:04 a View/Print your User Guide

[ 01/01/07 Mon 12:03 a Setup Your Pay Period

[ 01/01/07 Mon 12:02 a Setup Your Employees

[ 01/01/07 Mon 12:01 a Register Your Product Online

[ 01/01/07 Mon 12:00 a Print a Faxable Registration Form

]
|

€ Internet | Protected Mode: On #100% v

.

Current Alerts: :
provides you a quick

status of daily activity
and lists items that
need to be completed.

Current Alerts

TheHomepage is designed to display important system alerts or alerts that you have setup in the program along with
the time and date they occurred.
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Note: For instructions on customizing your alert settings, g@lapter 2, Alert Preferences

When you no longer want to be notified of a particular task or alert, simply select the checkbox next to that item in the
Ignorecolumnand click theSubmitbutton.

If you would like to see the past alerts that have been set to "ignore", séle@how alloption.

To view the details of the alert, click on the alert link in AlEERT/TASIi&t.

The Reports Menu

The Universal Time Clock has three besgiort types that make it quicknd easy to get the
information you need to complete your work. Use tReportmenu to access yourimecard
Attendanceand employedRosterreports. It is important to set up your time clock settings and
preferences before generating reports so that the data is accurate and customized for the

CLEEE company needs.

Timecards
Roster

Later inChapter 4 | Running Reportave will discussanerating and customizing reports.

RTE10002.00nly- The RT@0002.0model includes an addition&@lreate Reporbption. The @ate Reportoption
gives more flexillity when running reports andllows you to select a time range for one or more employéfegou have
the Management Plugpgrade, you can also select one or more Departments for a report.

g Files Menu
Eb TheFilesmenu is used for backing up data, restoring data bguk and updating your
FILES employee time clok. Time clock maintenance is discusse@limpter 5 | Maintaining Your Time

Save to Backup File [@ile]el4

Restore Backup File
System Update

Settings Menu

SE}TI\D‘I/GS TheSettingsmenu is used to customize your Payroll, Overtime, Punch, Device, and Alert
Preferences.Before running any reports, set your preferences as describ&thapter 2
| Setting Your Time Clock Prefecss
Help Menu
@ TheHelpmenu gives you the option to view this User Guide and to viewAthaut Your Clock
HELP page for your time clock.

User Guide
About Your Clock About Your Clock lists important information about your employee time clock such as the Serial

Number, Software Version, and enabled and available upgrades.
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Using Your Time Clock Terminal

It is important for you to understand the features and functionaikable on your time clock terminal. Take the time to
familiarize yourself with these features. In this section, we will give a brief overview of the features available

Clear
IN\OUT

Up/Down

Enter

Break
Department Transfer

Supervisor Mode Info

Time Clock Key Functions

In/Out - used by the employee to punch IN or OUT.

Break/Department Transfer used by the employee to transfer into a Department or Paid Break.
Info - displays daily and weekly hourly totals for the employee.

Supervisor Mode allows supervisor to access advanced employee time clock terminal options.
Up\Down - used to scroll through menu options.

Enter- selects and saves menu options.

Clear- returns user to the previous menu option.

= =4 =4 =4 =4 -4 =9

Employee Functions at the Clock

Signing IN and OUT

The procedure used by the employee to punch IN and OUT at the employee time clock may vary depending on the En
Method selected in th&€ustomizing Your Employessction of the program. Refer tdhapter For more information.

The punch Entry Method and procedure is described below.

Validated Entry Method

The Validated Entry Method is the most common and recommended method for employee sign IN/OUT when using on
one time clock.

1. Employee enters their employee ID number on the time clock terminal.

9| Page



2.

The employee'®isplay Namaevill appear on the time clock. Beneath the display name, the employee will see IN
and OUT. One of these options will be flashing. The employee must pressrtesponding key on the

employee time clock for the entry to be accepted. Once the punch has been accepted the employee will see the
message stating that they have signed IN or OUT.

Showing Total Hoursafter an employee signs OUT, the total hours vearky the employee for the shift will

appear on the time clock display. The employee can see addikogatizNf@iraation by pressing th&lp or

Downkey to view total hours for th day and the week.

Note: This option is activated in thRevice Preferencetab asdiscussed itChapter 2 If you are using a Muiti
clock system, we recommend that you turn this feature OFF to increase system performance

Non-Validated Entry Method

The nonvalidated entry methods most often used with multiple time clocks. This allows the employee to sign IN on
one clock and OUT on a different clock.

=

Employee enters their employee ID number on the time clock terminal.

The employee'®isplay Namaevill appear on the time clock. Beath the display nhame, the employee will see IN
and OUT.

The employee must press either tHé or OUTkey on the keypad depending on whether they are starting or
ending their shift.

Showing Total Hoursafter an employee signs OUT, the total hours vearky the employee for the shift will
display on the time clock display. The employee can see additional hours information by pressipgpthe
Downkey to view total hours for the day and the week.

Automatic Entry Method
This method is also known &Swipe and Go."

1.
2.

Employee enters their employee ID number on the time clock terminal.

The time clock will simply display their Display name naly Recorded:he employee will not be allowed to
make any other selections at the employee time clock terininhis provides a simple and quick method for
signing IN and OUT at the employee time clock.

The employee time clock will automatically determine whether the punch is to be assigned as an IN or OUT
punch.

Note: You cannot use the 'Show Hours' at the kloc make any lunch override or hours adjustments to these type of
punches. See thédding a Punckection inChapter 4or details.

Web Punch Time Clock Entry Optional Addon

The Web Punch Time Clock allows you to capture your employees time punches anytime, anywhere using a browser
based time clock that runs on LAN, WAN, or Internet. Web Punch Time Clock is offered in packages of 5 licenses and
allow a maximum of 25 empyees to clock IN using the Web browser interfdea:. more detailed information on the

Web Punch Time Clock, refer@apter 6 | Upgrades and Adihs
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Proximity Badge Entry- Optional Addon

Proximity badges allow emplogs to sign IN or OUT by simply waving a badge in front of the clock. This option allows
for increased time clock security and minimizes "buddy punchifg@t.more detailed information oproximity badges
refer to Chapter 6 | Upgrades and Adiihs

The same punch entry methods as described above also apply with proximity badges.

Tracking Paid Breaks

The Universal Time Clock comes standard with one Department that can be usektBardd@reaksTracking Paid
Breaks allows you to better manage the time your employees are taking during their paid break periods.

In order to track time that an employee spends on their Paid Break, employees must transfer into the Break
Department.

Totransfer IN to the Break Department, follow the instructions below.
Employee must already be signed IN to the employee time clock.

1. Employee must enter thelD number (PINgt the time clock terminal.

2. Instead of pressintN or OUTthe employee must then press tiigreak/Department Transfekey on the time
clock.

3. A message statinggoing To... Breakill be displayed on the time clock. To clock IN to Break presSrter
key.

This will sign the employee OUT of the default Wargattment and IN to the Break department.
To transfer OUT of the Break Department and back to Work, follow the instructions below.
5. Employee must enter thelD number (PINat the time clock terminal.

»

6. Instead of pressintN or OUTthe employee must thenness theBreak/Department Transfekey on the time
clock.

7. A message statinggoing To... Workdill be displayed on the time clock. To sign OUT of Break and IN to Work,
press theEnterkey.

This will sign the employee OUT of the Break department and e Work department.

Department Change (Sign IN and Transferptional Addon

With the Management Plugpgrade, your time clock can track time spent by an employee in a certain department.
With this upgrade you can assign employees to multiple departments.
To sign IN to a department, follow the instructions below.

1. Enter the employed¢D number (PINat the time clock and press thal key.

2. The employee will be prompted to choose a departmésse theUp or Downkeys to choose the desired

department.
3. Press theéenterkey to sign IN at that department.
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Department Transfer Keyby pressing th&reak/Department Transfekey, as shown in the image in the beginning of
this section, the employebas the ability to quickly transfer from one department to another.

1. If an employee needs to punch OUT of one department and IN to another department, simply enter the
employeelD number (PIN)r wave a badge and press tBeeak/Department Transfekey. Tie employee will
be prompted to choose a department.

2. Use theUp or Downkeys to choose the desired department. PressEmeerkey to sign IN at that
department. The employee will automatically be signed OUT of the previous department.

Note: Employees thaare assigned the Automatic Entry Method in the program will not be able to choose
departments at the employee time clock terminal.

For more detailed information on this upgrade, please refeCtapter 6 | Upgrades and Adihs.
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Chapter 2 | Setting Your Time Clock Preferences

Before accurate reports can be generated, you must set your time clock rules and preferences.

Setting Your Pay Preferences

You can access your Pay Preferences in one of two ways:
9 Click on theSetupYour Pay Periolihk in theAlert/Tasklist
1 SelectPreferencesrom the Settingsicon on theNavigationmenu.

Pay Punch Device Alerts User

PAYROLL PREFERENCES

Pay Period Type  Weekly -
Follow the instructions below to set your Pay Preferences. Last Pay Start 101309
This Pay Start  10/25/08
1. Your Pay Period Typethe available choices are: Next Pay Start  11/02/09

1 Weekly- employees are paid onceepweek Day Stat 12008 AW
1 Biweekly- employees are paid every two weeks Week Start
1 SemiMonthly - employees are paid twice per month
1

Monthly - employees are paid once per month

Sun

If you select seramnonthly pay period, two additional date windows will appear that must be filled out.
1 Start SemiMonthly on - manually enter the first day of the month that your pay period begins.
1 and on- manually enter the second day of the month that your pay period begins. In this example the
pay period begins on the 1st and the 15th of every month.

Note: Due to leap year rules, a semnthly pay period cannot be set to start after the 28th of the month.

2. Select Your Last Pay Startlick on the date field to open the calendar
Last Pay Start 1V18/09

time-picker and select the date that your previous pay period started. <<| < | [Close] |> |>>]
October 2009
Tip: Use the<<and>>arrows to select the year. Use tkeand > arrows Sun Mon Tue Wed Thu Fri Sat
to select the month. 1 2 3
4 5 6 7 ] 9 10
. . . . 11 12 13 14 15 16 17
3. SelectThis Pay Starticlick on the date field to open the calendar time B
picker and select the date that yoaurrent pay period started. 26 26 27 28 29 30 31

4. Select Next Pay Starfclick on the date field to open the calendar time
picker and select the date that yonextpay period will start.

5. Select Day Startenter the time of day that your workday begins. This setting only needs to be altered if your
company has a 2hour work sbedule and needs to accommodate overnight shifts. If you do not have overnight
shifts, it is recommended that this setting remain at 12:00am.

Day Start 12002 W
6. Select Week Startenter the day of the week that your work week begins. For most companies this will be set
to Sunday. The companyiseekly overtime calculations are based on iWeekSart set for the company.

top
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Setting Your Overtime Preferences

Your Overtime Preference settings can be found onRhgtab under yourPayroll Preferencesection.

The Universal Time Clock comes standard with one level of daily, weekly, and consecutive day overtime. Overtime is
calculated at "timeand-a-half" (hours are multiplied by 1.5).

Note: The ability to calculate multiple levels of overtime and the optiopay at customized overtime rates (i.e. double
time) are available with the RulesPlus Upgrade. Read about this upgr@deynter 6 | Upgrades and Adihs

Follow the instructions below to set your Overtime Preferences.

1. Set [aily Overtime Rules enter in the number of
hours an employee must work in one day before the OVERTIME PREFERENCES

receive overtime. If your company does not pay daily Day OT1 After 8.00 Hours
overtime, enter '99'. Week OT1 After 4000 Hours
2. Set Weekly Overtime Rulesenter in the number of Consecutive Day OT  ho =

hours an employee must work in one week before
they receive overtimelf your company does not pay weekly overtime, enter '99'.
3. Set Consecutive Day Overtime Ruldeave this option set to 'No', unless your company pays overtame

employees on the 7th consecutive day of work (regardless of hours worked). This rule is most commonly used |
unions and in California.

You have now set your Pay Preferences. Click Submit and move on to setting your Punch Preferences.

Setting Your Rinch Preferences

From thePay Preferencetab, select thePunchtab

to go to thePunch Preferencescreen. Pay Punch Device Alerts i
Fdlow the instructions below to set your Punch PUNCH PREFERENCES
Preferences. Rounding Type :iNene I
1. Set Your Rounding Typdrom the drop 12 :::E:E ot
down menu, select none, 15 minute, 15 10th hour

minute slant,or 10th hour. Automatic Punches become IN at 1500 Hours

. Flag edit rt
Note: The rounding rule selecteaffectsall _ _ag edits an FEFD _5 < —
punches system wideThe original punch Reject Like Punches within 2 Minutes
time remains unchanged on the employee

timecard. The punch hours round according
to the rounding rules you set.

The available choices are:

1 None:(No Roundingaccumulates 100% of all time registered on the clock. Punches are calculated to
1/100th of an hour.
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1 15 Minute: Rounds and calculates punches from the nearest quarter hour (15 mintitesskplit occurs
in the middle of each quarter hourhig rounding option is also referred to as 7/8 rounding.

To lllustrate: 7 minutes 59 second®unds back
8 minutes 00 secondsunds forward

Example: A punch at 7:52am would calculate &45am
A punch at 7:53am would calculate &®0am

1 15 Minute Slant:Quarter hour rounding similar to above except the break point occurs on the 5th
minute or 10th minute depending on whether it is an IN punch or an OUT punch. (10/5 split on IN
punch, 5/10 split on OUT punch.)

To lllustrate: An IN punch of 4ninutes 59 secondsunds back
An IN punch of &ninutes 00 secondsunds forward

An OUT punch of 9 minutes 59 seconnisnds back
An OUT punch of 10 minutes 00 secormlsnds back

Example: A punch at 7:48m would calculate ag.45am
A punch af7:50am would calculate a8:00am

1 10th Hour:Rather than rounding the punch hours, this selection calculates punches from the
tenth hour point and advances each six minutes.

To lllustrate: Minutes 10®  Minutes 10%
00-05 = .0 30-35= .5
06-11 = .1 36-41 = .6
12-17 = .2 42-17 = .7
18-23= 3 48-23= .8
24-29= 4 54-29 = .9
Example: An IN punch at 7:30am would calculate at 7.5am

An OUT punch at 4:05pm would calculate as 4.0pm

2. Automatic Punches become IN athis option is used when an employee entry method is seiutomatic,
discussed itChapter 3 | Setting Up Your Employees
This option is conveent if an employee forgets to clock OUThis will automatically make the next punch an IN
punch after a determined number of hours.

If you plan on using the Automatic Entry Method, enter the number of hours that must pass before the next
punch automaitally becomes an IN punch. Unless your employees regularly work more than 13 hours a day, th
default setting is recommended.

3. Flag edits on Reportscheck this box if you want manually edited punches to be flagged on regbakecked,
all edited punches will be marked with &'

4. Reject Like Punches withiif an employee accidentally tries to enter the same type of punch at the clock
within the minutes specified, the second punefil be ignored. Enter the appropriate value in this field.

You have now set your Punch Preferences. Click Submit and move satting your Devicd’references.
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Setting Your Device Preferences

From thePunch Preferencesb, select theDevice

tab to go to theDevice Preferencescreen. Pay Punch Device Alerts User
Database Version: 910281

Important information such as your Database Software Version: 3218

Version, Software Version, and time clock Serial Serial Number: D053-036-817

Number will appear at the top of this section

DEVICE PREFERENCES

Follow the instructions below to set your Punch Calculated Time Format  Hundredthe <

Preferences. Hide Employee PIN
1. Calculated Time Formatuse the drop Supenvisor Code boto oo
down menu to select whether you want to Lock Keypad
display minutes on your reports in decimal Use Daylight Savings ¥
or 60 minute format. Default Attendance Report To Today -
2. Hide Emjoyee PIN- by selecting this Default Timecard Report To ThisPay
option, your employee'sD number (PIN) Refresh Home Page Every 1 Minutes

will be hidden at theéime clock terminal,
preventing the employee's coworkers from
seeing their PIN.

Use Popup Windows for Edits
Use Batch Edits

Show total hours at the clock [V
RTC1000 2.00nly Submit
1 PIN Number Lengthusing the dropdown
menu, select the length of the custom employee PIN (ID number). Employee PINs (ID numbers) are customize
under theEdit an Employescreen discussed bhapter 3 | Setting up Your Employees
1 System Propt 1, 2, and 3 these fields allow you to set up to three custom prompts at the employee time
clock terminal. The defauBystem Prompt on the time clock displajiger ID Number

Companies often use this featufer employees that speak languages @tlthan English and to semgobal
messages to employees.
Example:
Marque StNumero
Work Safely
Closed Tomorrow

3. Supervisor Codeto secure your employee time clock, enter a uniquéid@it security code.
This code is needed to access Supervisor Mode on the employee time clock.

The default supervisor code is '00 00 00'.

4. Lock Keypad checking this box will lock the keypad to prevent keypad entry of employee ID (PIN)numbers to
punch IN and OUT at the empglke time clock. This option can be used if you have purchased proximity badges
for your employee time clock. Sé€hapter 6 | Upgrades and Aduhsfor a description of the proximity badge
upgrade.

5. Use Daylight Savingsselect this checkbox if you want the clock to automatically adjust time for daylight
savings.

6. Default Attendance Report Teusing the dropdown menu, select the default time frame to view when you
open the Attendance Report screen.

7. Default Timecard Reprt To- using the dropdown menu, select the default time frame to view when you open
the Timecards Report screen
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8. Refresh Home Pagehis option sets how often the alerts on thdomepage should be refreshed. We
recommend leaving this setting as is,es8 your system seems to be running slowly or you are using multiple
time clocks. If that is the case, enter a larger number for the refresh time (5 to 15 minutes).

9. Use Popup Windows for Editscheck this item to have a separate popup window appear wdditing a punch
in a report screen. This allows you to view the original report screen in the background while yowedit
recommend keeping this option checked.

10. Use Batch Editscheck this item to do multiple punch edits on your reports before updgtie report. In order
to "batch" update the report screen with your edits, you need to click orRb&eshink in the upper right of
your report screen.

Tip: Choose both théJse Popup Windows for Edéisd theUse Batch Edidptions to speed up your pert
editing.

RTC10002.00nly

If you have an RT002.0 Universal Time Clock, you have additional options displayed oDelie Preferencetab
screen. These additional options are only used for connecting multiple time clocks together using thelddklaption.
Multi-clock configuration is discussed@mapter 7 | Multiclock Configuration

Note: If you are ot using multiple time clocks, do not change these settings.

You have now set your Device Preferences. Click Submit and move on to setting your Alert Preferences.

Setting Your Alert Preferences

Select theAlertstab in thePreferencesscreen to setup th Pay | [Punch | [Device | | Alerts | [User

alert notices displayed on thdomepage.
ALERT PREFERENCES

, : , Alert Low H t ooo H h
Note: Alerts will not immediately update on tHdomepage. B Lot Hodrs @ ours perpune
. . . Alert High Hours at 14.00 Hours per punch
TheHomepage will be updated based on your time setting . . -
f he Check Al E . q ibed bel Alert Maximum Time at 2400 Hours per punch
or the ec erts Eveoption described below. Alert Day Overtime OT at 200 Hours remaining
] ] Alert Week Overtime OT at 8.00 Hours remaining
1. Alert Low Hours at if an employee works a shift Check Alerts Every 15 Minutes
that is less than the hours specified, an alert will be  Update Employee Hours Every 15 Minutes
generated. e

Tip: To disable an alert, set the alert value to '99'.

2. Alert High Hours at if an employee works a shift that is more than theuh® specified, an alert will be
generated.

Tip: To disable an alert, set the alert value to '99'.

3. Alert Maximum Time at this is the maximum time a punch pair will should accumulate.
For example, if you enter '24', any employee that forgets to punch @& day before or that has a shift
duration of more than a day will have a maximum of only 24 hours assigned to the punch pair, and an alert will
be generated.
4. Alert Day Overtime OT atthis option will trigger an alert before an employee hits dailyrtwee by using the
daily overtime value that you set und@vertime Preferences
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Example:
If you have Day OT1 set to 8 hours and Alert Day Overtime OT set to 2 hours, an alert will be postelbioehe
page when the employee reache28- 6 hours worketbr the day.

5. Alert Week Overtime OT atthis option will trigger an alert before an employee hits weekly overtime by using
the weekly overtime value that you set und®wrertime Preferences

Example:
If you have Week OT1 set to 40 hours and Alert K\@eertime OT set to 8 hours, an alert will be posted to the
Homepage when the employee reaches-83 32 hours worked for the week.

6. Check Alerts Everynew alerts will be checked and posted to tHemepage based on the time entered here.
To maximizeystems speed and performance, we recommend setting this value to 10 minutes or more.

7. Update Employee Hours Evergnter in minutes how often punch information from the employee time clock is
updated on your report screen. If the system seems to be rumsiowly, enter a larger number in this field.

You have now set your Alert Preferences. Click on Submit to save your settings

For additional Alert configuration, use your mouse cursor and Skttingsand thenAlert Setup

Alert Setup
Follow the instructions below to set up alerts to be posted on the — DESCRIPTION LIFETINE
Homepage. :
4 High Hours 1Dsy =
. . . . 7 -
1. Enabling/Disabling Alertsto disable an alert, deselect the .y LowHours 1 Day
checkbox in the far left column. This will prevent the alert fror | i  Maximum Hours  1Day  ~
being posted to thé—lomepage. : Approaching Daily Overtime  1Day =
41 Approaching Weekly Overtime  1Day -
. . . . 7 -
Tip: We recommendlisabling any unused alerts in order to i Cahecf fDrRUpd_ELES Forae
minimize the resources used by your time clock and to optimi| ° | ac ;p Tm”t,” TWesk ~
system performance. i unch Notify THow ~
Submit

2. Lifetime-using the dropdown menu under thé.ifetime column, select the amount of time the alert is to
remain on the time clocklome page. After that time, the alert will be automatically removed.

You have now completed Alert Setup. Click Submit and move on to Setting Your User Fields.

Setting Your User Fields

User Fields are used to set customer fields to track information, @srsh First Mame Girgy |
H H Middle Initial

in the example to the right. LostName (oo

Display Name €. Reynold
This option is often used to track an employee hire date, social security Address

number, or department account number as shown in éxample to the hire date Sampleof
right review date Custom User Fields

Submit

Delete all punches for this employee
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Slect theUserstab in thePreferencesscreen to setup custorfields.

1. Title for User 1- enter a field name for the additional the user

Pa o Derirn
USER FIELD PREFERENCES
No User Preferences Enabled.

field. Title for User 1
2. Assign User 1 teusing the dropdown menu select the screen Title for User 2

that will display the new field. Assign User 1 to
The available choices are: Assign User 2 to

1 System-adds the User Field to tHdsertab screen

1 Employee- adds the User Field to tHedit an

Employeescreen
1 Department- adds the User Field to thedit a Departmenscreen
1 None- does not add the User Field to any screen

Repeat these steps with each User Field you wish to add.

Alarts User

e date
review date
Employee =

Emplovee -

Note: ADP USERSustdza S G KS ! aSNJ CASEfR (42 (GNIO1 (G4KS SyLX 2eSS
with the ADP Payroll Export for instructions.

Once complete, click on Submit to save your settings. Move on to Chapter 3 | Setting Up Your Employees.
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Chapter 3 | Setting Up Your Employees

Employees and thelD numbers (PINgre preset in the Universal Employee Time Clock. This makes setting up your
employees fast and easiRTEL000 2.0 users also have the option to customize the empltiyaaimbers (PINReferto
Customizing Your Employees below for instructions on setting customer emp@yaenbers (PIN)

The SBLOO PRQ@.0 comes with 2%mployee limitand the RT€0002.0 comes with 50 employee limit. Both systems
can beupgraded to handle up ta total of250 employees.

Go toChapter 6 | Upgrades and Adihsto learn more about upgrading your employee time clock for additional
employee capacity.

(=
A list of your employees and their ID numb@péN)can be found by running Roster ReportYou can find '”S
the Roster Repdrby using theNavigationmenu. Useyour mouse to hover oveReportsand then click on  fies
Roster Report

Roster

For a detailed description dRoster Reporfeatures, go tacChapter 4 | RunninReports

Customizing Your Employees

To customize an employee, click on the employee name ifRtster

Report Details - Show All
Time Remaining Before Overtime
. Employee Daily Weekly Consecutive Days
- If you have chosen to use the passigned ID 067C. Reynold 002 a1
number cards from Step 3 of the Quick Start Guide, use the ID 101-Empl 10° 8.00 40.00

. . . . . 145-Empl 145 8.00 40.00
number pad to assist you in matching employee names with their

assigned ID number.

First Name  Cindy

1. First Name- enter the employee's first name. MiLdadS'fh']’:;f; —

2. Middle Initial - enter the first initialof the employee's middle name. Display Name < feync

3. LastName- enter the employee's last name Address

4. Display Name enter the name that the employee will see at the FiNBadges 067

clock and on reports. Track Paid Breaks
5. Address- enter the erpployees add[e§s. This field is optional. Enty M‘;‘::g; L Per Hour
6. PlN/BadgeS' liststheS Y LJ 2 3‘@5 10 aumber Lunch Enabled [7
Lunch At 400 Hours

RTE10002.00nly- The following options are only available with the e bena® — Mmmes

RTE10002.0.
1 Note - this field is used to track a custom note for the employee.
1 Display ID-this field is used for thoseompanies that wish to sort
employees by number other than the employee PIN number. We recommend keepinDigpay IBset to the
employee PIN.
1 PIN/Badges enter the customD number (PINyou wish to assign to the employee. The default PIN leng#tis s
to 3digits;you can customize the PIN length up to 9 digits uridevice Preferences

Delete all punches for this employee

7. Active- all employees default to an active stati®eselect this checkbox to make the employee inactive and to
hide their name from théroster Reporaand all other reports.

8. Track Paid Breakselect this box to track the employees time spent in tiard BreaksRead Tracking Paid
Breaks in Chapter 1 for instructions on punching IN/OUT of break.
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9. Wage- if you would like the time clock to track and calate the employee wages, enter wage in this field.
10. Entry Method- this option determines the procedure for punching IN and OUT by the employee at the
employee time clock. Select the desired method from the ellogvn menu.

A Read a description of the tienclock entry methods below and choose your entry method carefully.

1 Validated- the employee is required to choose either IN or OUT at the employee time clock to punch.
The correct option will blink on the time clock display. The employee is required to choose the correct
key atthat time - either IN or OUT.

Example

If an employe forgot to clock OUT the day before, they will have to punch OUT and then punch
IN to the current shift. The punch information can be edited in the software so that the proper
OUT time and date is recorded on the reports.

1 Non Validated- IN and OUT widisplay under the employee's name at the employee time clock. The
employee is required to choose the correct key at that tineggher IN or OUT. Either entry will be
accepted by the employee time clock.
9 Automatic- this is also known as 'Swipe and @Gdter the employee enters their ID number, the display
on the employee time clock shows the employee name and the me$saigg Recorded’ he employee
is not allowed to make any other selections at the employee time clock. This provides a simple and quic
method for the employee at the employee time clock. The employee time clock records every punch as
an IN punch. Every "other" punch is considered an OUT punch by the program. You cannot make any
lunch override or hours adjustments to theggesof punches See the Add a New Punch section for
details.
11. Lunch Enabledselect this checkbox if you would like the time clock to automatically deduct the employee
lunch. This option is used when employelesnotmanually clock IN and OUT for lunch.
12. Lunch At enter the number of hours the employee is required to work before the lunch period is automatically
deducted from the employee's shift for the day.
13. Lunch Length enter the amount of time in minutes to deduct for lunch (typically 30 to 60 minutes).
14. Enabe Break Support select this checkbox to track time the employee spends on paid breaks on the Timecard
Report.
15. Delete All Punches for this Employe¢his option is used to delete all punches foremployee. This is typically
used wheran employee leaas the company and you would like to reuse the employee PIN.

To delete the employee's punches, clickdelete all punches for this employéek.

A window stating "THIS WILL DELETE ALL OF THIS EMPLOYEE'S PUNCHES, ARE YOU SURE YOU WANT
CONTINUE?" Cliekto continue. CliclCancelto cancel.

Note: Before purging the employee punches, we recommend that you save a backup of your data. This allows
you to view that employee's data at a later date. Backing up and restoring data is discuSéegbiar 5 |
Maintaining Your Time Clock

Repeat this procedure with all of your employees to complete employee setup. Move oGhapter 4 for
instructions on running reports.
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Chapter 4 | Running Reports

Reports in your Universal Time Clock are at your finger tips! Designed to be intuitive to read and to edit; you will love tf
simplicity of running your reports on payroll day.

Printing Reports

, To print reports, simply select tHerinticon from theNavigationmenu.
_J;,‘RJ«"L: Some browsers and computers may print differently depending on the font size and margin settings. The
report may print better using narrower margins. Check your l@ws print preferences to adjust print margins.

Roster Report

To view aRoster Reporthover oveReportsand then clickRoster Reportvith your mouse cursor.

Edit Employee Informatiorin the Roster Reporscreen, click on the

employee name or number in tiemployeecolumn. This will bring Details - Show All
up the Edit an Employescreen. Please refer to theustomizing Your | empioyee Daily ek e e Do
Employees in Chapterf8r details on editing employees. g57-C- Reynold g0z e

101-Empl 10° 8.00 40.00
145-Empl 145 5.00 40.00

View Employe®etails- click on theDetailslink at the top of the
Roster Reportcreen to view or print a list of details for all employees.

Viewing Inactive Employee# an employee is not marked as active in theit an Employescreen, they will not show
on theRoster ReportSeleciShow Allat the top of the report to view all employees, active and inactive.

Time Remaining Befof@vertime
9 TheDailycolumn displays the number of hours left in the day before the employee will start earning daily
overtime
1 TheWeekly column will display the number of hours left in the week before the employee will start earning
weekly overtime.
1 TheConsecutive Daysolumn will display the number of days left in the work week before the employee will
start earring consecutive dagvertime.

Refer toSetting Overtime Preferences in Chaptdofinformation on setting up your overtime preferences.

Timecard and Attendance Reports

Punch information on your reports will update based on the setting enteretfafate Employee Hours Evérthe
Alert Preferencescreen. Read about this @hapter 2 Select theRefresHink at the top of the report screeto update
punch information immediately.

The Universal Time Clock uses 'Glic#-Edit' reports. This means that you can edit the employee and punch data

directly from the report. Most of theéext that you see on the reports agetually web linkthat open additional screens
or editing options.
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Note: The program will report the time elapsed since the IN punch occurred if there is no matching OUT punch. An
example is shown below.

From: 08/14/09 Thru: 08/14/09 Add Punch Daily - Labor + Exceptions * Refresh
EMPLOYEE TIME IN TIME OUT LCH ADJ  HRS S1D o 012
08/14/09

745-B. Hariso Frn_ 08.00s E Add Punct 6.75 675

Totals: 6.75 6.75

Employee 745 punched IN at 8:00am. The current time on the employee time clock is 2:50pm. Thus 6.75 minutes have
elapsed since the employee punched IN. Hours will continue to accrue until the employee punches OUT, the punch is
edited, or theAlert MaximumTime atvalue has been reached.

Adding a Punch

From theAttendanceor Timecard Reporscreen, click on th&dd Punchink at the top of the report to add a new
punch. You may also come across an IN or OUT punch on a certain day that does not hatng maich. To
complete the punch pair, click on tiedd PuncHink on theReportscreen to bring up thédd a New Punckcreen.
Follow the instructions below when adding a punch.

1.

»

No

Click on theAdd PuncHink.

From: 08/13/09 Thru: 08/13/09 Add Punch Dally - Labor - Exceptions - Refresh
EMPLOYEE TIME IN TIMEQUT LCH ADJ HRS STD _OT1  OT2
08/13/09
745-B_Hamso T 8 Add Pur 647 6.47
Totals: 647 647

TheAdd New Punctwindow will appear. If you have the popup windows option enabled, discusgedapter 2
under Device Preferences new window will pop up.
Employee- select the correct employee.

Employee {7458 Hameo 1)

_Note:Th_e employee will not appear in the list if they have been set to inactive e

in the Edit an Employescreen. 501.J. Kennedy |
545-J. Carter =
183-R Reagan

623-W. T=ft x

Type- Select the punch type that you are adding.
T In

1 Out Out
Automatc

1 Automatic- allow the time clock to select the appropriate punch type.

Date 08/14)09

Note: When adding or editing an Automatic punch, change the punch type fime. | cs:152 AW

from Automatic to OUT if you would like to add a lunch or hours adjustment. | Subsic J| Conoat |
In other words, you cannot do a lunch override or adjustment hours to an
automatic punch.

Date - use theCalendarto choose the punch date.

Time- type in the time for the punch in hh:mma/p format.

For example, enter 07:00a for 7:00 am.

At - for an IN punch, select where the employee is punching into; break, work, or department name.
Lunch-for an OUT punch, yowill have the option to enter an additional lunch deduction. Enter the number of
minutes for the employee lunch deductions.

ADJ-for an OUT punch, you will also have the option to enter an additional time adjustment. You can enter
positive or negative Maes to adjust time for the shift.
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Examplelet's say you have setup daily overtime to accrue after 8 hours. The employee has worked 8 hours but
you want to give them 1 extra hour for coming in for that day. Enter 1.00 iAh#ield and click theSubmit
button. The adjustment will be applied to OT1. The following will be posted to the report:

TIMECARD REPORT )
From: 102609 Thru: 110109 Add Punch Expon Summary * Signature « Dally < Notes « Labor - Exi
067-C_Reynold
DATE TIME N TIME OUT LCH ADJ HRS STD OT1 o112
10/27/09 J 3 003 ue 04 00g 1.00 8.00 8.00 1.00
Totals: 9.00 8.00 1.00

Let's say you have daily overtime set to accrue after 8 hours and an employee has worked 8.5 hours for the shi
You did not give the employee permissiontork overtime, so .5 hours will be deducted from the shift. Enter

-5 in theADJfield and click the&Submitbutton. This will subtract this amount from the total hours worked for

the day. This will adjust the time worked to 8 hours without any OTluadcr

The following will be posted to the report:

[ TIMECARD REPORT

From: 10726209 Theu: 1170109  Add Punch  Expont Summary - Signature - Daily - Notes - Labor - Ex
067-C Reynold

DATE TIME IN TIME OUT LCH ADJ  HRS STD o1 or,
10727109 , Tue 04 Spl 900 800

Totals: 8.0 8.00

RTE10002.00nly
9. Notes-if you have purchased d@RTEL000 2.0 you have an additional option to print notes that coincide with
each particular punch. This Note feature is often used to track antékiat happened with that punch.
10. ClickSubmitto save your changes.

Editing a Punch
Modifying or editing a punch on akttendanceor Timecard Reports simple.

1. Click on the IN or OUT tiny®u want to edit. Each punch entry in théme INand Time OUTcolumns of the
report is a link that will take you to thedit a Punclwindow.
2. Follow the instructions in thédd a New Puncsection to edit your

punch data. TIME IN TIME OUT
ue 08:00aE  Tue 04:00pE
L——'—'_'--_

Note: All edited and manually entered punches will be flagged on the reporf = édited punch
with an E next to the punch. Refer t&hapter 2 under Punch Preferendesinstructionson disabling this option.

Using BatchEdits

Follow these instructions for editing a punch if you elected to use the Batch Edits featuredDawiez Preferences,
discussed in Chapter 2.
We recommend the use of Batch Edits with Popup Windows to make mditihg go faster.

Using Batch Edits with popup windows, follow the instructions below:

1. Before editing punches, print out thEmecardor Attendancereport for the pay period. Review which punches
need to be edited.

2. Inthe report screen, click on thgunch to edit or add.

3. ThekEdit a Punchlwindow will appear in a small separate popup window.
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4. Make the desired punch edit and click tBabmitbutton.

Note: You will NOT immediately see the changes inRlegortscreen. AFTER editing all of the punchesk the
RefresHink in the upper right of the report screen. The edited data will now appear on the report.

Viewing Additional Reporting Details

Customizing your reports and viewing additional details din@ecardor Attendance eport is easy.

All of the blue links in th&imecardand Attendancereport are Web links that allow you to customize or view details of
your data. Th&imecardreport has additional detail options that we will go over in the next sectitsing the Timecard
Report

T
From: 08/13/09 Thru: 081 Add Punch Daily - Labor - Exceptions - Refresh

EMPLOYEE ——TIME IN TIME OQUT LCH ADJ HRS  STD omn 012
08/13/09

745-8_Hamso Thu 08:00a Thu 04:00p E 1.00 8.50 800 050

Totals: 8.50 8.00 0.50

Select a Report Time Perio change the report timeframe, click on the date From: 08/13/09 Thru: 08/13/09 _Add Punch
link at the top of theReportscreen. :I;iaz'week LY::tI?;:?:e)k
1 t(r:IIICk on tthe predefined timeframe or enter a custom timeframe to run - This Pay Period | - Last Pay Period
e report.

) . . F 1308 Th N30
9 Click on theSubmitbutton after entering custom dates. i A Bkt

Daily- click on the link to show total hours worked for each day in a report, as shown below. This is convenient if the
employee clocks IN and OUT multiple times during the day.

From: 08/13/09 Thru: 08/13/09 Add Punch Daily - Labor - Exceptions * Refresh
EMPLOYEE TIME IN TIME QUT LCH ADJ HRS STID OT1 OT12
08/13/09
745-B. Harniso Thu 0B:00aE Thu 11453 E 375 3.75
745-B. Harriso Thu 12.00pE Thu 04:30pE 450 425 0.25

825 8.00 0.25
Totals: 8.25 8.00 0.25

You can also click on the @aink in theEmployeecolumn of the report to view daily totals for a specific day. Click on
the date link again to hide the information.

Labor- click on the link to view labor costs if you kaantered employee wages in tligdit an Employeescreen. Se
Chapter 3 Setting Up Your Employees

From: 08/13/09 Thru: 08/1309 Add Punch Daily + Labor - Exceptions - Refresh

EMPLOYEE TIME IN TIME OUT LCH  ADJ  HRS STD on 012 LABOR

0811309

7458 Hamso Thu 1145 € 375 375 $ 3175

7458 Hamso J Thu 04 30pE 450 425 025 S 4162
825 8.0 0.25 $ 5.3

Totals: 825 8.0 0.25 s KB
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Exceptions click on theExceptiondink to view punches that may require the attention of the payroll manager. Click on
the Exceptiondink again to hide this information.

Exception types and settings are found undézrt PreferencesRefer toChapter Zor instructions on setting thélert
PreferencesA description of the exception flags are listed below

punch pair has reached th&ert High Hours

punch pair is below thélert Low Hours

punch pair has reached thdert Maximum Time

punch pair has been updated with a specific lunch deduction irfcthiea Punclscreen.

o r T

Refresh- click on thisoption to update the reportAny recent punches or changes will be displayed.

Edit Employee Infe click on the employee name in tliemployeecolumn of the report to edit an employee's details.
Refer to theChapter 3 SettingUp Your Employedn this User Guide

Using the Attendance Report

- To view theAttendance Reporthover oveReportsand then click o\ttendance Report The
m‘?o%‘is Attendance Reporis designed to give you a quickaglance view of yous Y LJ 2 @a/S Qa

mmmmmmoessew  gttendance. Most companies use this report to view who has clocked IN or OUT for the day.

Timecards Report

Roster Repont Click on the date link to choose the time period for the report.
|
ATTENDANCE REPORT /Date Link
From: 10/30/09 Thru: 10/30/09 Add Punch Daily - Labor - Exceptions - Refresh
EMPLOYEE TIME IN AT TIME OUT LCH ADJ HRS STD  OT1 012
10730/09
023-J. Smith Fri 07:40aE Work  Fri 04:30pE 30min 8.33 8.00 0.33
067-C. Reynold Fri  08:01aE Work Fri 04:30pE 30min 7.98 7.938
Totals: 16.32 15.98 0.33
|

Note: As with all reports, you can print by clicking on Brinticon in theNavigationmenu.

Using the Timecard Report

TheTimecard Reports the report that you will use to do your payroll. This report includes some reporting options not
available on theAttendance Report

From: 10/25/09 Thru: 11/01/09 Add Punch Export Summary - Signature - Daily - Labor - Exceptions - Refresh
067-C. Reynold

DATE TIME IN AT TIME OUT LCH ADJ HRS STD OT1 012
10/29/09 Thu 08:05aE Work Thu 04:25pE 30min 7.85 7.88

10/30/09 Fri_ 08:01aE Work Fri_ 04:30pE 30min 7.98 7.98

Totals: 15.87  15.87

023-J. Smith

DATE TIME IN AT TIME OUT LCH ADJ HRS STD 0T 012
10/29/09 Thu 08:02aE Work Thu 04:35pE 30min 8.05 8.00 0.05
10/30/09 Fri_ 07:40aE Work Fri_ 04:30pE 30min 8.33 8.00 0.33

Totals: 16.38  16.00 0.38
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Filter by Employee the Timecard Reporallows you to run a report for one specific employee, or ALL employees. To
filter your report for a specific employee, first click on the date link at the top of the report. Next, usikgntployee
drop-down menu, select the employee.

Remember to select thBubmitbutton to save your selection.

Export- exports a report in commdelimited (CSV) format. This report is used for importing employee punch data into
Payroll Programs that use CSV fil€dick on theExportlink at the top ofthe report to save the report in comma

delimited (CSV) format. Click tBavebutton in theFile Downloadscreen;choose a name for the file, and a location to
save the file. The CSV file can be opened in a text editor or Excel for editing.

Tip: Icon TimeSystems also provides an API (Application Programming Interface) for creating custom exports from your
Universal Employee Time Clock. Contact Icon Time Systems' sales department for information on obtaining this API.
Please note, our technical support teacannot support you in using or customizing this API.

Signature- click on theSignaturdink at the top of theTimecard Reporto display an employee signature line. When
you print out timecards, this line will appear on the timecard. This option isafteed for companies that keep a
written record of employee time.

Note: Click on theSignaturdink to automatically add page breaks. Ed@fmecard Reporwill print on a separate sheet
of paper.

Creating Custom Reports RTG1000 2.00nly

(T2 The RT@O000 2.0offers advanced report functionality, allowing you to filter reports by employee(s) or
L& dates or by departments with the Management Plus upgrade.
REPORTS

From theNavigationmenu,hover overReportsand thenclick onCreate Reporfrom the dropdown

Attendance
menu.

Timecards
Roster

To create a Repgrfollow the instructions below.
] Report Type  Tmecard =
1. Report Type select the type of report you wish to run. Time Frame  Today -
Your choices are: Select Employees TR . | Select Al
. 023, J. Smith, John Smith =
1 Timecard 125 Engl 125, Employee 123
1‘[ Attendance 189, Empl 189, Employee 183 ™

2. Time Frame select the time frame for the report you
wish to create.
3. Select Employeesselect the emploge(s) for which you wish to run thepert.
1 Click onSelect Alko run a report for all employees.
1 Hold down thectrl key on your computer's keyboard to select more than one employee.
4. After you have defined the parameters of your Custom Report, clickutimitto generate your custom report.
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Chapter 5 | Maintaining Your Time Clock

The Universal Employee Time Clock offers a simple way of backing up your data and performing updates to keep your
system running optimal. In this chapter, we will show yowho create backups of your time clock data, how to restore
those backups for future reference, and how to perform system updates.

Creating a Backup of Your Time Clock Data

It is important to make a backup (copy) of your employee time clock data pesibdiThis backup

will be used to restore your data in case of data loss. We recommend creating a backup of your time
clock data every pay period after you complete payroll. We also recommend backing up your data
before performing any updates to your tinoéock software.

Follow the instructions below to create a backup of your time clock's data.

1. From theNavigationmenu, select thd-ilesicon and then theSave to Backup Fileption from the dropdown
menu.
2. Download File- in the Save to Backup Filscreen, click th&ubmitbutton to create a backup.
3. A popup window will appear asking you$aveor Openthe file. Click orSave
1 Afile name is automatically assigned for you. The file name includes the current date for easy reference
For example, a tyipal file name might be iceR007-08-15.db.
1 If you prefer a different file name, enter this name in thile namefield.
1 Browse to the directory where you would like to save the file.
1 Click theSavebutton to save the file.
9 After the download is compte, click on theClosebutton.
4. When your backup has been created, you will be given the opportunity to delete punches prior to a definable
start date. Doing so helps keep your database trimmed to a manageable size.

Removing Unneeded Data from Your Time Clock

We highly recommend that you only keep the most recent data on your time clock. In order to keep your system runnin
optimal, delete unneeded data off of the clock.

After you save a backup of your data, fRemoving Old Datacreen appears. Followe instructions below to remove
the old, unneeded data.

1. Select a date using the calendar in belete Puncheéield.

Note: When selecting a date, keep in mind any data prior to that date will no longer be available as part of your
active database. Anctive database retaining 3 months of data is generally adequate for most users.

Click theSubmitbutton to remove punches up to the date specified.

3. Click theCancebutton to go back to the time clodkomepage.

o
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