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1. Introduction

1.1. Introduction to Timekeeper

Timekeeper is the administrative component of RealTime. RealTime is a suite of
products designed to simplify and improve Employee Timekeeping. Timekeeper is the
core component of the suite, with all other components being enhancements to

Timekeeper.

2. Prerequisites

2.1. Prerequisites for Timekeeper
® Internet Access
® A web browser that supports Javascript. While some browsers may format
slightly differently, the majority of browsers will work, including:
o Motzilla Firefox
Google Chrome
Safari
Microsoft Edge
Opera Mini
o Microsoft Internet Explorer
e Avalid user ID consisting of 3 components
o Company number

o O O O

o Username
o Password



3. Workflow

3.1.1. Introduction
This section of the document introduces and explains the expected day-to-day workflow for a manager
or supervisor user of Sundial Timekeeper. This is intended to be a streamlined and general overview,
rather than a complete manual. For complete and detailed information, the user should refer to the
Timekeeper User Manual.

3.1.2. Log In

To log into Sundial Timekeeper, go to the following web site, using any browser:

https://timekeeper.sundialtime.com

There, you can enter your company’s number, your username, and your password for access to your
account.

3.1.3. See Who’s In / Who'’s Out
You can quickly see which employees are currently clocked in and which are clocked out by going to
Dashboard, and checking under the Green/White dot. This will show you which employees are currently

clocked in (green) or clocked out (white).

Clicking on the green/white dot in the column header will cycle through filter states, i.e., all employees
(green/white), only employees who are in (green), and only employees who are out (white).

3.1.4.  Check Overtime Status
You can monitor the status of your employees’ overtime earnings in Dashboard.

OT warning threshold - This drop-down box will determine the threshold at which your employees’

overtime eligible hours will trigger a warning. E.g., if your warning threshold is set to 5, your employees’
warning will be triggered at 35 overtime-eligible hours for a typical 40-hour week.

Overtime Bar - The number in the middle represents the total number of hours (overtime eligible or not)
the employee has in the current overtime period (which may not be the same as your pay period).


https://timekeeper.sundialtime.com

The colored bar represents the overtime eligible hours in proportion to the hours required for overtime.
Green indicates that the employee is not earning overtime. Yellow indicates that the employee is within
the overtime warning threshold. Red indicates that the employee is earning overtime.

3.1.5.  Check for Exceptions

In either Dashboard or in Timecards, you can check to see if your employees’ timesheets have any

exceptions which must be cleared prior to running payroll. An exception is an error with the employees
time entries, usually a missing punch.

You can quickly see who has an exception on their timecard by checking under the red/white dot.
Clicking on the red/white dot in the column header will cycle through filter states, i.e., all employees
(red/white), only employees who have exceptions (red), and only employees who have no exceptions
(white).

There are no white dots in this column, but a red dot indicates that the employee has an Exception on
their timesheet. In Dashboard, the red dot will indicate that the employee has an exception in the
current pay period. In Timecards, the red dot will indicate that the employee has an exception in the
date range selected.

3.1.6. Clear Exceptions

To clear an exception, double-click on the line containing the employee’s name. This will take you to the
employee’s timesheet. You will see a red dot next to their name on top of the page.

Once there, look for the line reading “Exception” under the Status column. To the right, under
Description, you will see the nature of the exception, e.g., “Missing punch.”

To add a missing punch, simply double-click on the line reading “Exception,” and type in the missing
information, and save.

To delete an extraneous punch, hover over the line with the entry you wish to delete, then click on the
trash can icon on the right.

Once all exceptions have been removed from the employee’s timesheet, the red dot next to their name
will disappear. You can move on directly to the next timesheet with an exception by clicking on the

drop-down menu and clicking on an entry with a red dot.

3.1.7. Add, Edit, or Delete Punches



You can add punches by going to Dashboard or Timecards and double-clicking on an employee’s name. In
the employee’s timesheet, click the white “+” icon on the far right end of the blue date line. If you clicked
on the wrong date, simply type in the correct one in the next screen.

You can also edit punches by double-clicking the line for the entry in the employee’s timesheet.

You will be presented with a pop-up screen which gives you several input options.

Type in the timestamp of the entry you wish to enter. If you wish to specify a punch type, you can click
on the Transaction Type drop-down list, but Auto should be fine in most cases.

You also have the option of editing the Tracking Level information or leaving a note along with this
punch.

To delete a punch, simply hover over the line with the entry you wish to delete, then click on the trash
can icon on the right.

3.1.8. Add, Edit, or Delete Hours or Monetary Entries

There are two ways to go about this, through the employee’s timesheet in Dashboard or Timecards, or
by going to Weekly Entry.

Timesheet - To add or edit an hours or monetary entry, go to the employee’s timesheet and add an entry
as before. Change the Entry Type to the hours or monetary type you wish to enter. You will be presented
with two date boxes. Enter the from and to dates of the range you want the entries to span, and enter
the number of hours or dollars for each entry. E.g., if you want to enter a week’s vacation for an
employee, type in the Monday and Friday’s dates in the two date boxes, then enter 8 for the hours you
want for each date in that range.

To delete an hours or monetary entry, follow the same steps as above.

Weekly Entry - Please note, you will not see or be able to edit any worked hours in this section.

Select the employee from the drop-down box at the top, then select the state date of the 7-day range
you wish to modify. You can also select First Day of Week, if you would prefer the week containing the
date you specified, rather than the 7-days starting with that date.

Under Type, select the hours or monetary type you want to add, edit, or delete. Under each day, mark
the checkbox to add an entry. You can enter a value in the text box to the right of each checkbox to

change the amount.

You can click “Add Row” if you want to enter more than one type of entry.



Remove the check mark if you want to delete an entry.

To commit the changes you have made, click “Apply” at the bottom right. To abandon the changes, click
“Undo.”

3.1.9.  Approve or Deny Time-Off Requests
In Dashboard, you will see pending time-off requests on the top of the right side of your screen.

To approve or deny time-off requests, go to Time-Off Requests. By default, the Lookback is set to 7 Days,
and you will only be shown pending requests. You can change these settings on the right side of the top
line.

When you approve a request, the hours will be added to the employee’s timesheet, and if you are using
accrual plans, the hours will be deducted from their available amount. If you deny the request, the hours
will not be entered in the timesheet, nor deducted from the employee’s balance.

Also, if the employee has an email address on their profile, they will receive a notification of your
decision.

You can change the status of a request by editing it. First, reveal previously approved or denied requests
by removing the check mark from “Show Pending Only” at the top. Double-click the entries you want to
change.

You can also delete requests, which will not add hours, but leave the date open for future requests. You
can only delete pending requests. If an entry has already been approved or denied, it must be changed
to pending prior to deletion.

3.1.10.  Sign Off or Check the Status of a Timecard

To check the status of a timecard, or to sign off on one, go to Timecard Sign-Offs.

There, you can double-click on a line to check the details of the timecard. If you see any exceptions, they
should be corrected prior to signing off.

You will see a green check mark under the Employee column if the employee has signed off on their
timecard. If a supervisor has signed off on a timecard, you will see a green check mark under that
column, along with the date of the sign-off and the supervisor’s name.



You can remove a supervisor’s signature from a timecard by selecting the timecard(s) and clicking
“Unsign Timecard” at the bottom right. Or you can remove both the employee’s and the supervisor’s
signatures by clicking on “Remove Signatures.”

Please note, if you have early sign-offs enabled, any timecards signed off before the end of the pay
period will be locked and further punches for the rest of the pay period will not be recorded.

3.1.11. Add or Edit Employees

Use the Employees area to Add or Edit employee records. If the employee you need to edit has been
marked Inactive, check the box to “Include Inactive” to include them in the list.

In the first tab (General), include data you may want available such as Address and Emergency Contact
information. Also if you have any User Defined Properties, you can specify these now.

In the second tab (Employment), specify any assignments such as Policy, Accrual and Tracking Levels.
This tab also includes Hire date, Release date, Compensation and Billing information.

In the third tab (Externals) be sure to include any components that they need for clocking in/out (Clock
Identity Pin, Badge Number, Password, WebConnect Login, etc.).

The complete set of instructions for adding new employees, including their clock ID information, can be
found online at the following:

https://sundialtimesystems.freshdesk.com/en/support/solutions/articles/1000223856

3.1.12. Deactivate Employees

NOTE: Employee records should not be deleted. Doing so will remove all traces of the employee and
their history.

Use the Employees area to deactivate employees. To Deactivate, edit the Employee record, and in the
first tab (General) uncheck the box “Is Active”. Doing this will insert up to two additional fields, “Release
Date” and “Clock Identity”.

Release Date will default to the current date, but can be modified as needed.

Clock Identity is for you to tell the system how to handle the Employees’ clock identity information. The
Default is “Remove”. This means that the system will remove the employees clock credentials from the
database and any connected clocks. “Unassign” means that the clock credentials are left in the system,
but disconnected from the Employee record. “Leave” means that the credentials are left in place and
the employee could still use the clock to create punches.


https://sundialtimesystems.freshdesk.com/en/support/solutions/articles/1000223856

3.1.13. Run Reports

You can summarize the data collected into Timekeeper by running a report. We have many report types
to choose from, each with its own set of properties and parameters. This will be a general guide for
running a report, rather than how to run a specific report.

Go to Reports, and in the Reports drop-down box on the top left, select the type of report you would like
to run.

There are three categories available: Saved, Shared, and Common. Saved and Shared are reports
customized for special use. Common are the default report types offered in Timekeeper. Instructions for
creating your own Saved and Shared reports will follow below.

Once you’ve selected your report type, select the date range you would like included in this report.
Depending on the report type, this may not be applicable, and if so, the Date Range box will be grayed
out.

Next, if you do not wish to include every employee in your company (or every employee with data on
their timesheet for the date range selected, depending on report type), click “Edit Filters” to add the
employees or groups you want included.

In the Employee Filters dialog box, you can select groups of employees, or individual employees to add
to the filter. To add groups of employees, first select the Tracking Level from which you will select your
groups (e.g., Departments), then select the group (e.g., Administrative), and click “Add.” You will see your
selections added to the right under Filters.”

To add employees to the filter individually, select the employee(s) you wish to add. You can hold down
Shift while selecting to choose a range of employees from the list, or hold down Control to pick
employees one-by-one. Click “Add” when you have your selection.

You can click “Show inactive items” if you want to add inactive employees to the report.

Once your Filter is set, click OK.

You can use Quick Filter to select a single group of employees for the report.

Next, read the properties for the report, and the options for each property. The names should be fairly
self-explanatory, but feel free to experiment, or to reach out to Support if you have doubts.

To save a report and its filter and properties for future use, you can click “Save Report.” Give the report a
name, and click “Shared” if you want to allow other users (managers and supervisors) access to the same



report. The Date Range must be selected each time you run a report. This is not part of the save
function.

Once your settings are to your satisfaction, click on “Show Report.” A second browser window or tab will
pop-up, and your information will be presented there. You can browse through the pages of your report,
print it, or export it in various file formats.

3.1.14. Export for Payroll

Once you have checked all your employees’ timesheets, and determined that you are ready to process
payroll, you have two options: You can export the information in a file format compatible with your
payroll software or provider, or you can run a report, and enter the information manually. Both methods
have their advantages and disadvantages.

Export file - Advantages: Quicker. May be the only practical option for a company with many employees.
Disadvantages: Any unchecked errors will be put through without a last chance for correction.

Report / Manual Entry - Advantages: The entries will be scanned by human eyes before paychecks are
cut, so any errors can be spotted before they’re committed to paper. Disadvantages: Slower. For a small
company, this is not much of a disadvantage.

To create and export a file for your payroll service or provider, go to Dashboard. Click Export Timecards
on the right side of your screen. In the pop-up window, put a check mark under Generate for each Pay
Period group you wish to export. If you are not exporting information for the previous pay period, select
the date range you do wish to export under Date Range.

Next to Export Type, select [Preset] if you wish to use the default file format attached to each pay period
group, or select the file format you do want.

Finally, click “Execute” to prompt the server to create a file. Once done, you will see a “Save Export”
button under the Generate column for each pay period group that is ready. Click on this button, and save
the file to your local host computer.

The process for importing this file into your payroll software, or sending to your payroll provider, varies
and is beyond the scope of this document.

4. Full Manual - Timekeeper
4.1. Logging in to Timekeeper

The Timekeeper login screen allows you to enter login credentials (Company Number,
Username and Password) to access your instance.



Navigate your web browser & enter URL (https://timekeeper.sundialtime.com/) to access

Timekeeper's login screen.

Company Number

Username happy

Password esee

4.2. Changing the default password at the first log-in

You will be provided with a default credential by your manager, to log-in to the system.

Note : In the event if you don't possess a first time login credential with you, please reach out
to your manager for help

Once you enter your first time password, the system will prompt an overlay as shown below,
allowing you to change their first time password.

When the "Change Password" overlay is prompted, you are expected to enter your current
password and enter the new password followed with a confirmation.

Upon successful password change, system will prompt a pop-us message as shown below
indicating the password has been changed


https://timekeeper.sundialtime.com/

Welcome to RealTime

Upon clicking "Ok" you will be navigated to the home screen of the system.

In the event if the "New Password" does not match with the "Confirm password" the system
will prompt an error message indicating the password mismatch.

In such cases, once the matching passwords are provided for "New Password" and "Confirm
Password" fields, the system will allow you for a password change

4.3. Resetting the existing password

There may be occasions when users need to reset their existing passwords. Given below are
the steps to be followed to reset the password.

Once logged in to the system, move to the "my setting" section as shown below

SUNDIAL (5006) Sundial Timekeeping

it Systong

welcome, Happy User

|\cgcm

¥ Quick Filter

OT warning at M nrs  ©

Once clicked, you will be moved to the "my settings" page. Navigate to the password section
as indicated below and enter the password you wish to change to, in the "Password" and
"Confirm Password" fields
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welcore, Happy User [my setiings |iogout

General Information Security

Username User role Supervisor

First Name Employee whitelist Enabled

Happy
Happy
Last e
TEEESEE | ]
Mobile Phone ”—‘

Emr

Password ] Password change required

Scheduling Confirm Password

In the event, If both "Password" and "Confirm Password" fields mismatch, then the system
would display an error as listed below

viopie Fnone

Employees
Password ICI [ Password change required

Cohed i (Confitm pessword does nol match pesswnord
Sehedliing Confirm Password

|

If both "Password" and "Confirm Password" fields match, then the system will allow you to
reset the password. Please click on the "Save" button to reset it.

Gunpiar (5006) Sundial Timekeeping

welcome, Happy User |my settings |logout

Gereral

W T General Information Security

Usemname User role Supervisor

s Neme . fee
—

Mobile Phone

Em)
F— [re O Pammerd e requiec

Preferences

Time Format
Duration Format

Full Name Format

Quick Filter None v

Note Status Type

Note Status Indicator

Coneel

If both "Password" and "Confirm Password" fields match, then the system will allow you to
reset the password. Please click on the "Save" button to reset it. Upon clicking "Save" you will
be navigated back to the home screen



4.4. Forgot password

In the event if you have forgotten the existing password, you will not be able to self-reset
the password via the system. Please ask your manager to reset it, or initiate a support
request to Timekeeper support team to get your password reset

4.5. Logging out from Timekeeper

If you need to log out from the system, you need to move your cursor to the extreme
right top of your screen where you find the log out link. Simply clicking on it will log you
out and navigate you to the log in screen

(5006) Sundial Timekeeping
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5. User Interface of Timekeeper
5.1. Software Convention

RealTime .

Section A is our Primary Navigation - These are the areas that users will commonly need as they use the
software. Permissions setting applied by managers may remove specific Navigation options

Section B is the User and Account controls - At the top, the Company Number appears in parenthesis
followed by the Company Name. Everyone has access to "my settings" and "logout". Only Users with
Manager authority have access to "users" and "account".



Section C is an Informational Area - This section changes depending on what screen the user is viewing.
On the Right Side of this area, a large Red Dot will appear to alert the user if there are any unsaved edits.

Visual Indicator on Data changes - Whenever there is a change to a record in the system, there is a “Red
Dot” that appears on the right top header of the screen.

This is a visual indicator for any changes that have occured in the system.

(5006) Sundial Timekeeping

ul

The “Save” option/button on the screen will only be enabled in the event of a change to existing data. If
not, the button will be in a disabled state as shown below

Furthermore, "Save" option/button will not be enabled until all required fields have entries. The
software can only recognize that a field has been edited, only after the cursor is moved out of the field.

"Save" button will also be disabled if any field has invalid data.
(i.e. invalid email address entered in an email field or alpha characters entered in a numeric field.)

In the event of multiple tabs for data entry, invlaid data entry could reside under any of the other tabs

that you aren't currently viewing. In such cases, please check through the other tabs to locate any invalid
data which is preventing the save button to come in to the “Enable" state

Hote Status Type Shared v

Mote Status Indicator Spinning v

The “Enabled” state of the “Save” button looks like as shown below

- save Coneel



5.2. Terminology

* Company - The organization that the Users and Employees work for.

* Client - See Company

* User - A Manager or Supervisor within the Company that has a Login to Timekeeper

* Employee - An employee of the Company that has an Employee Record in the
Timekeeper software. This person may also have a User account in the software

* Exception - A situation where the Punches don't make logical sense. Like clocking OUT
without clocking IN

* Punch - a TimeStamp Event that starts or ends a Workspan

* Workspan - The period of time between a beginning and ending punch

* Manager - An unrestricted User of the Timekeeper software.

* Supervisor - A Restricted User of the Timekeeper software. Supervisors are always
prevented from accessing the User and Account areas of the software. Additional
permissions may also be applied such as restricting Edits, limiting Navigation, and
limiting view to only certain Employees and/or Tracking Levels

* OQvertime, OT1, OT - This is a term that refers to any hours worked by an employee that
exceed a predefined number of “Regular” hours. The term Overtime is also used to
indicate the Pay Premium that is earned for working in excess of the above hours.

* Double-Time, OT2, DT - This is a term that refers to any hours worked by an employee
in excess of a predefined Overtime amount.

* PTO, Paid Time Off - This usually refers to Paid Time that the employee did not work
(i.e. Paid Vacation hours). It can also refer to extra Paid Time that is in addition to an
employee's worked hours (i.e. Working on a Holiday AND receiving Holiday Pay)

* Current Pay Period - A Pay Period is a predetermined number of days that are
combined together into a Pay Cycle. The Current Pay Period is the Pay Period with the
Date Range that includes the Current Calendar Date.

* Previous Pay Period - This is the Pay Period that immediately precedes the Current Pay
Period.

5.3.  Home Screen (Dashboard Area)

5.3.1.  General Dashboard
Home screen of the Timekeeper has multiple sections which are intended for different functions. Given
below is an explanation of each of these sections
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Section D Section E Section F

Section D
This section displays the information of the employees, who are active in the system, or have earnings in
the current view

Section E
This section displays the approaching overtime information for each of the employees, according to their
configured overtime rules

Section F

This section provides a visual indication of the users, who are part of this system
e Employees with an Exception will have a Red Dot
e Employees that have worked time on a requested day off will have a Yellow Dot
e Employees that have a Note in their Timesheet will have a Note Icon

Section G

The filter is a common list filter available in many areas of the system. This will allow you to filter the
listed results within a given page. You can key in the letter/s you wish the records to be filtered from and
then the system will display the relevant records accordingly (i.e. - If you wish to see records that has the

“n “n

letter “a” you can simply key in “a” and the system will only display scuh records which has the letter “a”

The QuickFilter is a common section that will instantly swap one group for another. QuickFilters are
based on the User applying a “QuickFilter” Tracking Level (located in “my settings” on the upper right).
Once a QuickFilter Level is specified, the User needs only to select one of the Items in that level to
change their view to include only the employees that are assigned to the selected Tracking Item. Value
specified for the QuickFilter will be maintained during the User session until modified again or logged
out.



Section H
This will alert Users if there are unresolved Time Off Requests.

Section |
This section is where you find the Payroll Export tools. Exporting Data is normally done at the end of
each Pay Period, after any Edits and Adjustments have been completed.

5.3.2. Going into Timesheet
When you double click on any person listed in the dashboard, you will be navigated to
their time sheets.
Double click on the name of the person as shown below

SUNDIAL (5006) Sundial Timekeeping
o appy User \my settings |users laccount |\ugoul

RealTime

Dashioard filte ®|  Quick Filter Emplo:

B Timecards

Once double clicked, you will be navigated into the selected user’s time. Typically
timesheet of a user would look like as shown below

SUNDIAL (5006) Sundial Timekeeping
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Dasl d []
Mon 12/7 = OT1

Hope Eternal

oT2 Diff Amount Description

W Timecards

8356 AM In

11:01 AM LunchLeave 405 405
12:02 PM LunchReturn

413 PM Out 41 an

Daily Totals:
Tue 12/8 = OoT1

oT12 Diff Ameount Description

6:30 AM In
10:38 AM LunchlLeave 402 402
11:39 AM LunchReturn

403 PM Out 404 404

Daily Totals:
Wed 12/9 e T Diff Amount Description

857 AM In
11:00 AM LunchLeave 403 403
12:01 PM LunchReturn

415 PM Out 414 414

Daily Totals:
Thu 12/10 3 1 Tc Diff Amount Description
657 AM In w

Totals: 7135 110 [ 724

5.3.3. Pay Periods in Timesheet



When accessing the Timesheet through the Dashboard, the Timesheet will display for the Current Pay
Period as shown below. (Accessing Timesheet from another area, such as the Timecards area, the
Timesheet Date Range will match whatever was specified in previous view)

SUNDIAL (5006) Sundial Timekeeping
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Hope Eternal
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12:01 PM LunchReturn
415 PM Out 414 414
Daily Totals:
Thu 12/10 o 1 Total
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Diff Amount Description

If you wish to see the timesheet for the previous pay period, you can do it by clicking on the “Current Pay
Period” button. Clicking it would load an overlay with the selection options for the previous pay periods.
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Hope Eternal .

Dashboard (]

welcome, Happy User |my settings |users |account [logout

Current Pay Period

Current Pay Period

Hope Eternal v

B Timecards

L | Previous Pay Period
11:01 AM Lunchleave
12:02 PM LunchReturn R
Pay Period As Of| 12/18/2020 B || Select

413 PM Out

(LT il Custom From 12/1

In addition to this, the system also allows you to select time sheets on various other options as listed
below

e Pay Period As Of

e Custom “From” & “To” period

Using these options, you will be able to view timesheets for any period you need
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Hope Eternal .

5.3.4.
The time sheet displays time punch activities related to the selected user.

Hope Eternal

6:36 AM In
11:01 AM LunchlLeave
12:02 PM LunchReturn
413 PM Qut

Current Pay Period

Current Pay Period

Previous Pay Period

Pay Period As Of 12/

F3 | | Select

Daily Totals:

Ed || Select

General Timesheet

Following fields are displayed by default for any timesheet.

1 - Day (Displayed as “Sun, Mon,Tue,Wed,Thu,Fri,Sat)
2 - Date (Displayed in the MM/D format)
3 - Status
o 3.1(This section displays the information on it & out times and any
differences or exceptions” -
o 3.2 Exceptions are displayed in “Red”
3.3 Employees with Exceptions also have a “Red dot” in the drop down
selector
4 - Reg (Amount of hours attributed to the “Regular” rate of pay)
5 - 0T1 (Amount of hours attributed to Overtime)
6 - OT2 (Amount of hours attributed to Double-Time) - would be used if there
are multiple overtime rates defined as per organizational policy or state law
7- Total (Total hours attributed to the Punch Pair duration)
8 - Diff (The number of hours that qualify for Differential)
9 - Amount (Monetary Amounts from Differential or Monetary Records)
10 - Description (this will display any description related to the Punch or Punch
Pair. Examples include exceptions, hours records, monetary records and
differentials)
11 - Totals (This displays the total number of hours in a timesheet)
12 - Close (Clicking on the “close button" will close the timesheet)
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Current Pay Period

otz

Total

Mon 12/14 : om
6:58 AM In
11:00 AM LunchLeave
12:02 PM LunchReturn

401 PM Out 350 358
Daily Totals:
Tue 12/15 s 1 Total

6:49 AM In

Diff Amount Deseription

10

Diff Amount Description

11:01 AM LunchLeave 412 412
Unexpected punch
12:02 PM LunchLeave 101 101 type
|Exception Missing punch f——3.2
414 PM Out

Daily Totals:
Wed 12/16 2 T Diff Amount Description
6:39 AM In
10:59 AM LunchLeave 400 400
11:38 AM LunchReturn
402 PM Out 403 403
Daily Totals:

5.3.5. Editing the Timesheet

You can edit the timesheet line items if you have sufficient permissions. In the event you are unable to
edit the timesheet, please speak to your manager for help.

There are two methods using which the timesheet can be edited.
Method 1 - by double clicking on the timesheet line item as shown below
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e SysLams welc

2, Happy User |my settings |users |account |logout

Hope Eternal

@  HopeEtermal v Currert Pay Period ﬁ

QT

Status 072 Total
11:01 AM LunchlLeave 405 405
12:02 PM LunchReturn

413 PM Qut 41 4M

Daily Totals:

Tue 12/8 = QTl

Diff Amount Description

€8]

012 Total Diff Amount Description



Method 2 - by clicking the “Edit” icon on the timesheet line item as shown below
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welcome,

N
SUNDIAL

i et , Happy User |my settings |users |account |logout

Hope Eternal

L)
Mon 12/7 Sta = QrTl
6:56 AM In

Current Pay Period

Hope Eternal

o2 Total Diff Amount Description

1101 AM Lunchleave 405 405
12:02 PM LunchReturn
L13PM Out 4 4

Daily Totals: 816 216

System will allow you to edit the timesheet using either method shown above. When the line item
record is in the edit mode, it will show up a pop-up/overlay as shown below

SUNDIAL (5006) Sundial Timekeeping
i Systems welcome, Happy User |my settings |users |account llogout
Punch Type Auto h
Dashboard
ssnoes Date 12/7/2020 | F5 Department v
W Timecards Time 6:56 AM Customer ¥
Pay Rate £10.00 Operation None A
Overtime? Rate Class / Grant None =
Source T
ESES — Grouping Employees e
Source Name irtual Import Clock
Location Central v
Source Id 01-VIC1
IP Address 0000 g Here ”
This is my test note]
Save & Ne Save Cancel |
Closq

Each of the dropdowns displayed will have different values which you can choose from.
Furthermore, you can add a note to the edited section in the “Notes” section as shown below. This can

be added by both employees and managers.

Note : In the event, if these sections on the pop-up/overlay are not visible to you, or you are unable to
edit, it means that you do not have the necessary authorization (permissions) to do so. In such events,
please reach out to your manager for support.



5.3.6. Unlocking the History (For any period earlier than “Previous Period”)
Generally the time sheets are locked after the allowed editable period. (i.e. - if the time is captured for
the current pay period, editing a punch time which is older than the previous pay period will be locked.
In the event if you wish to edit some record of the past, you will need to click on the “unlock history”

button.

If the unlock the history option isn’t available, it means that you are not granted the required authority
to do so. If unlock history is unavailable, please open a support ticket with your software provider to

have the ability enabled.
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welcome, Happy User |ﬁ;, settings |users |account \Icgcut

e
SUNDIAL

Hope Eternal ...

Hops Eternal
Mon 12/7 = oT1
6:36 AM In

11:01 AM LunchlLeave 405

12:02 PM LunchReturn

Current Pay Period

QT2 Total Diff Amount Description

Once the history is unlocked, you will be able to edit past records of the timesheet

5.3.7. Understanding the edit punch pop-up/overlay

The “Edit Punch” pop-up/overlay has the below listed items that are captured on a time punch & most of
them are editable. Given below is a detailed description on each of the items that gets captured on a

time punch
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Punch Type ALto

A

Date 12/7/2020 Department Warehouse

Time 6:56 AM Customer None v
Pay Rate £10.00 Operation Nene A
Overtime1 Rate Class / Grant Jone v
Svertinezliate Region None R
Source Type .

Grouping Em) 2es ¥
Source Name irtual Import Clock

Location Central v
Source Id 01-VIC1
IP Address 0.0.0.0 [z Here -

Notes

This is my test note]

Punch Type

“Punch type” drop down will have the following values which you can choose
from, when you wish to edit, based on the authorizations that you have

Auto, Switch, In, Out, Lunch Leave, Lunch Return, Break Leave, Break Return,
New Shift

Auto: This type of punch allows the System to automatically determine the type
based on rules and neighboring punches.

Switch: This type allows an employee to change tasks without clocking out.
(Switch Departments, for instance).

In: This always begins an “On Clock” period. It can be the Start of Shift or a
Return from Lunch or Break.

Out: This always begins an “Off Clock” period. It can be the End of Shift, Lunch
Leave or Break Leave.

Lunch Leave: This is an explicit punch that begins an “Off Clock” period for
Lunch.

Lunch Return: This is an explicit punch that ends a Lunch period and begins an
“On Clock” period.

Break Leave: This is an explicit punch that begins an “Off Clock” period for Break.

Break Return: This is an explicit punch that ends a Break period and begins an
“On Clock” period.




New Shift: This is a special Type that will begin a new “On Clock” period. If the
Employee is already “On Clock”, it will end the previous “On Clock” period and
start a new one.

Date “Date” field has a calendar option which allows you to choose a date
Time “Time” field allows you to edit the time record
Pay Rate “Pay rate” displays your defined pay rate per hour

Overtime Rate 1

“Overtimel” This is where you could Override the system overtime rate

Overtime Rate 2

“Overtime2” This is where you can Override the system Double-Time rate

Source Type

“Source Type” is the clock or time tracking device that is used to capture your
time punches

Source Name

“Source Name” is name associated to the time tracking device that captured the
Punch

Source ID “Source ID” is the Identification that is assigned to the device that captured the
Punch
IP Address “IP Address” is the associated IP address of the device that captured the Punch

{Name Varies}
Tracking Level 1

Drop down has the different items available to Tracking Level 1 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking Level 2

Drop down has the different items available to Tracking Level 2 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking Level 3

Drop down has the different items available to Tracking Level 3 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking Level 4

Drop down has the different items available to Tracking Level 4 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking Level 5

Drop down has the different items available to Tracking Level 5 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking level 6

Drop down has the different items available to Tracking Level 6 - Tracking Level
name will vary according to your company

{Name Varies}
Tracking Level 7

Drop down has the different items available to Tracking Level 7 - Tracking Level
name will vary according to your company




{Name Varies} Drop down has the different items available to Tracking Level 8- Tracking Level

Tracking Level 8 name will vary according to your company

Notes “Notes” section allows entering notes pertinent to the time punch. This can be
entered both by Users (you and other managers or supervisors) or by the
Employee

Resolved “Resolved” check-box allows to check based on whether or not the notes are

“Check-box” resolved

5.3.8. Adding additional tracking levels to the Timesheet

You can click on the Gear leaver icon on the extreme top- right of your timesheet to add additional
tracking levels to the timesheet as shown below
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welcome, Happy User |my settings |users |account llogout

Hope Eternal ...

Dashboard [ ]
Mon 12/7 & OT1
6:56 n
11:01 AM Lunchleave 405 405
12:02 PM LunchReturn
413 PM Out 4m 4m

Hope Etermal Currert Pay Period

on2

Total

Diff Amount Description

[l Timecards
|

When you click on this, system will display a pop up/overlay with other available tracking levels as
shown below

By clicking on the “check-boxes” on the overlay, you will be able to add additional tracking levels to the
timesheet



Once the required additional tracking levels are checked, please click on the “Ok” button to enable them
in the timesheet
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welcome, Happy User |my settings |users |account |logout

Hope Eternal g imecard [ Timecard Options

[ ] Hope Eternal Display Tracking Levels

Department
Mon 12/7 Status
56 AM In
11:01 AM LunchLeave 405 Operation
12:02 PM LunchReturn Class / Grant
413 PM Out

Customer

Region
Daily Totals:

Grouping
Tue 12/8
Location

M Lunchleave Jobs
11:50 AM LunchReturn
203 PM Out

Daily Totals:

. [DoormmemO |

5.4. Timecards Area

5.4.1. Going into Timecards

When you click on “Timecards” on the Primary Navigation (Section A), you will be
navigated to the “Timecards” section as shown below

SUNDIAL (5006) Sundial Timekeeping '

welcome, Happy User |my settings |users |account llogout

Timecards

Employee Name ~

Timecard is more like a summary view of the timecards that are shown under the current selected pay
period.



5.4.2.

Pay Periods in Timecards
The default Pay Period offered is dependent on the “Look-Back Window” value

in your company settings. Whatever that value is dictates the number of days
that the software will default to the “Previous Pay Period”. After the specified
days have elapsed, the view will default to the “Current Pay Period”.

e
SUNDIAL

Timecards
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welcome, Happy User |my settings |users |account |logout

5.4.3.

Look Back Window Rule for Timecards

There is a rule in the company settings as “Look Back Window”. This rule
determines, this rule determines when the software will default to
Previous or Current.

On the Dashboard, software is always current period. This means that if
you double click an employee from there, it will go to that employees
current timesheet.

However, when it comes to the the Timecards and Reports views, the
software will check the Look-back Rule.

In the above screen shot, you see the Timecard is loaded for the
Previous Pay Period by default. This is simply because, the account taken
for illustration is set up with a 5 day look-back

That means that, when a new period starts, software will default to the
previous period for 5 days. On the 6th day and later, it will default to
the current period

General Timecard
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Timecards

R Quick Filter ~| JSectionH

Reg

ecard Tools

Section A Section B Section Section Section Section Section
c D E F G

Section A
This section displays the “Employee ID” of the listed employees

Section B
This section displays the “Employee Names” of the listed employees

Section C
This section displays the “Total current hours”

Section D
This section displays the “Total OT 1 hours”

Section E
This section displays the “Total OT 2 hours”

Section F
This section displays the “Total Hours” that will be an addition of Columns “:Reg”+”"0T1"+
MOTZ”

Section G
This section shows the selected “view range” of the displayed records

Section H

The filter is a common list filter available in many areas of the system. This will allow you to filter the
listed results within a given page. You can key in the letter/s you wish the records to be filtered from and
then the system will display the relevant records accordingly (i.e. - If you wish to see records that has the
letter “a@” you can simply key in “a” and the system will only display scuh records which has the letter “a”

The QuickFilter is a common section that will instantly swap one group for another. QuickFilters are
based on the User applying a “QuickFilter” Tracking Level (located in “my settings” on the upper right).
Once a QuickFilter Level is specified, the User needs only to select one of the Items in that level to
change their view to include only the employees that are assigned to the selected Tracking ltem. Value



specified for the QuickFilter will be maintained during the User’s session until modified again or logged
out.

5.4.4. Importing Attendance File

System allows you to import attendance files from an external clock. In order to do this, you need to click
on the “Import Attendance File” button on the system that is listed under “Tasks” as shown below
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e Syateint

welcome, Happy User |my settings |users |account [logout

Timecards

Dashboard Currert Pay Period

Employee Id
M Timecards

Once you click on it, the system will display a pop up as shown below.

The Minimum Timestamp Allowed setting allows you to ensure that only data after a specified point in
time will be processed. Usually you can ignore these fields.
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Timecards

Dashboard Current Pay Period
Employee Id
I
i
70 Adam Pontipee

Perform Import

Import Files

File

Progress

You can click on “Browse” to locate the file in your computer. The name convention of the file
downloaded from a physical Timeclock will be as follows

{clock serial number}_attlog.dat
or

{device id}_attlog.dat

Once the file is selected, click on the “Import Files” button as shown below
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Once it's successfully imported, the system will display a message as shown below
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Tl mecards Import Attendance File

Current Pay Period filter ~ Minimum Timestamp Allowed

Employee Id Employee Name ~ B
3Te

File Names

T Browse... | Clack

serial number_attlog DAT
Adam Pontipee

Perform Import
m Autumn Bell

Import Files

File

serial number_attlog DAT

Progress finished

5.4.5. Timecard tools

Timecard tools will allow you to carry out any bulk changes / assighments for any / all active employees
in the system, which may be desired following a modification of Employee Pay Rates or Tracking
Assignments. These bulk changes / assignments could be applicable from any date range from the start
of Previous Period though any point in the future.

Example:
Suppose, there is a pay rate change for an existing employee, and those changes need to be applied
retroactively, timecard tools assist you in applying this bulk change over the relevant period of time.

To carry out such changes you can click on the “”Timecard Tools” button on the right side of the screen,
as shown below
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Timecards

rd Previous Pay Period filter
Employee Id Employee Name ~

B Timecards
Import Attendance

| Y 70 Adam Pontipee
April Dawn

Once you click on the “Timecard tools” button, a dialog screen is presented as shown below
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Quick Filter | Er

Employees Applies To Date Range
3 Test ) Punches Current Pay Period
4 Test Hours Monetary Tracking Levels to Assign
Adam Porti EAvacation Opick Department ~
April Dawn %3 (o] Clcommission
Avturmn Bell Munpaid CBonus Customer -
| Destiny Smith MHaliday [IMeals (ded) Operation e
MPersonal [Mileage Class / Grant -
Edcustoms DHuurIy rates
Worked - [IMeeting Bonus Regcn -
Esunday Opiecework Grouping 4
FRegular [sales Bonus L
ocation b
[INew Type
Jobs
Mindude modified (not employee default)

Madjust Pay Rate

Assign Tracking Levels

<

Items: 26 (0)

Given below are the different checkboxes that you will find in the “Bulk Assign Tracking Levels” dialog
window as shown below under the different sections
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Adarmn Fontipee acation Crick

Aprd Dawn PTO Ocommission
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Frank Spesker Personal DMiIeage

zeorge Jetson customs CHourly rates

Helen Joy Waorked - DMeeting Bonus
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Section B Section C
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Current Pay Penod
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Customer Unchanged e
Operation Unchanged w
Class / Grant Unchanged hd
Region Unchanged ~
Grouping Unchanged =
Location Unchanged e
lobs Unchanged w
Include maodified [not employee default)
djust Pay Rate
Assign Tracking Levels
Section D
Close




Section A - Quick Filter
Use this to quickly select your predefined employee subsets
Section B - Employees

Once the “Timecard tools” pop-up/overlay is displayed, you can select the relevant employee from the
leftmost panel, by simply clicking on their name as shown below.

System also allows you to select multiple employees using 3 different types of selects which involves a
combination of keys as shown below. Currently the system supports the following multi select options.

e Shift + Click (Selects Last Click to Current Click)
e Control + Click (Adds or Removes Clicked Selection)
e Control+Shift + Click (Adds Group from Previous Click to Current Click)
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= [3Test ~ Punches |
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Dixie Lovise FPersonal Ohviileage Class / Grant -
Frark Speaker Mcustoms DHﬂur\y rates
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| [ o Dhsles Bonus ||
ocation 4
4 e [(New Type
Jobs Unchanged pe
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EdAdjust Pay Rate

Assign Tracking Levels
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Section C - Applies to

This section has Check boxes which you check/uncheck based on the areas the bulk assignments are
related to as shown below
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The check boxes under this section are grouped as below

Applies to
[Checkbox] Punches : This will be checked by default. This indicates that the bulk assignments
will be applied for the punches of the selected user/users

Applies to : Hours
[Checkboxes] Hours Types : These will be checked by default. Having this checked means that
bulk assignments will update any of the selected Hours Type records found in the employee’s
timesheet(s). Your own Hours Type names will vary depending on your company.

Applies to : Monetary
[Checkboxes] Monetary Types : These will be un-checked by default. Having this checked means
that bulk assignments will update any of the selected Monetary Type records found in the
employee’s timesheet(s). Your own Monetary Type names will vary depending on your company.



Section D - Actions to Perform

Use this section to guide the system on what actions to perform when you click “Assign Tracking Levels”

Date Range

This section has the “Current Pay Period” as shown below. When you click on it, it will load a small

pop-up/overlay as shown below

See "Date Range Selector" in Software Conventions for more details

Applies To
 punches

Date Range
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Hours
Mvacation
o
Munpaid
MHoliday
Epersonal

Meustoms
Warked -
Msunday

Hreguiar

Tracking Levels to Assign

Monetary
Cpick
Clcommission
Cleonus
[hteals (ded)
[hiteage
CHourly rates
[hteeting Bonus
Opiecework
[sates gonus
Chew Type

Current Fay Period

Previous

perico

Grouping unc

Location

Jobs Unc

Minclude modified (not employee default)
[Zladjust Pay Rate

Assign Tracking Levels

Specify any tracking level items you wish the system to modify. You can also specify “Unchanged” and

“Employee Default”

Checkbox : Include Modified

Check this box to update Tracking Levels that have been modified previously. “Modified” test is whether

or not the current assignment matches the employee default.

CheckBox ; Updated Pay Rate

After applying any Tracking Level changes, the system can also apply Pay Rate Changes based on

Employee’s current rate and any modifiers warranted by an Alternate Rate linked to the Tracking Item

assigned.



Executing the Bulk Assignment function

Once the relevant checkboxes are checked, you can click on the “Assign Tracking Levels” button to run
the bulk assignments as shown below
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Madjust Pay Rate
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Note : For Bulk Changes, they often apply to all record types, such as Holiday, Vacation, Sick, etc. This is
common for Pay Rate changes.

For some bulk reassignments, it only applies to Worked Time, or may only apply to Time Off Records.

(An example would be a company that does Job Costing and the Work hours are already allocated to
specific tasks. Imagine that this employee has been re-assigned to a different department, but the
reassignment only applies to Time Off Records. This tool can update approved Time Off to the newly
assigned department, including those that were already approved but the time off is still in the future
(like an approved vacation that starts next July).

Once this is done, you can click on the “Close” button to close the bulk changes/assignments dialog.
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5.5.  Weekly Entry area

5.5.1.  Going in to Weekly Entry

When you click on “Weekly Entry” on the Primary Navigation (Section A), you will be
navigated to the “Weekly Entry” section as shown below.

The purpose of this area is to be able to quickly add Hours or Monetary records for
employees. This bypasses the need to add them one by one in the employee’s

Timesheet. Additionally, this area can add several at once.
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5.5.2. Understanding the Weekly Entry Screen

Given below are the selection options & dropdowns that are available on the Weekly Entry

Screen as shown below
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el A 1 $0.00 $0.00 $0.00 50.00 5000 5000 5000) $0.00)
Add Row Apply Undo

Employee: This dropdown contains the names of the employees whom you are authorized to
mark weekly entries for

Start Date : Start Date is a calendar option which will allow you to mark the starting period for
these weekly time entries

Tracking Display Count : This dropdown allow you to choose any applicable tracking levels for
this weekly time entry

First Day of Week : This dropdown will allow you to choose the first day of the week

e Ifit's set to None (default) then the date selected will also be the first date of
the 7 displayed.

e |[f the first day of the week is specified, then the Week will begin on that
Weekday. The date selected will fall in the Defined week, but will only be the
first entry if the Date and Weekday match.

e If you specify Monday, then select 12/20/2020, the first date shown is
12/21/2020 (Monday of the week containing 12/20/2020).



e If you then select 12/19/2020, the first date shown will be 12/14/2020 (Monday
of the week containing 12/19/2020)

[Button] Apply : This button is used to “Apply” the changes on the Weekly Entries

[Button] Undo : This button is used to “Undo” any entries done on the Weekly Entries. Be

aware that “Undo” only cancels the current edit - It does not Revert values that were previously Applied.

5.5.3. Entering weekly time

Step 1 - Choosing the Employee

In order to enter time, you will need to first choose an employee from the “Employee”

dropdown as shown below.
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Step 2 - Choosing the PTO or Monetary Record Type

Once the “Employee” is chosen, then you need to choose the “PTO” or “Monetary” type from the
“Type” dropdown as shown below
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Step 3 - Checking in the weekly time

Once the “PTO” or “Monetary” type is chosen, then you need to check (click on the checkbox) on the
weekly checkboxes, as shown below.
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Weekly Entry

Once you check on the checkboxes, it will then load the default time per day as per your organizational
configurations.

Furthermore, the system allows you to key in the number of hours manually too. In this case, you can
simply type in the number of hours instead of checking the checkboxes as shown below

Weekly Entry

{3 | Tracking Display Count |0 [w | Fi o None

Type Total

Once the time is entered in the “text area” as shown above, system will automatically check the
respective checkbox against this time entry as shown below
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Step 4 - Adding the Tracking Display Count (If applicable only)

Once the time is entered, you can add any Tracking Display Count Clicking on the “Tracking Display
Count” dropdown as shown below

System will allow you to choose up to 8 tracking levels starting from zero. Zero means, there aren't any
tracking levels chosen and this will be the default selection option.
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Weekly Entry

When the tracking levels are added, it will be displayed on the timesheet in the order that is configured
within the system as shown below

\sbN‘gw‘. (5006) Sundial Timekeeping

welcome, Hapgy User |my settings lusers laccount llogout

Weekly Entry

When each of these tracking levels are added, sub drop downs will automatically load underneath

having the default value selected as per the organizational configurations available
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If you choose to change the sub drop down values, you can do simply clicking on a sub drop down and
then by changing it form the default to the changed value as shown below

Weekly Ent

Step 5 - Applying the Weekly Entries

Once a user begins an entry, they will not be able to select a different employee (doing so would
effectively abandon their edits) until they either Apply or Undo their work.

"Undo" undoes ALL their edits, not just the last one.

Because it's HTML, we don't prevent the user from simply navigating away, which will effectively undo
their edits as well.

Once the time entry is completed, you can simply click on the “Apply” Button, as shown below, which
will save the data that you have entered
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5.6. Time-Off Request area

5.6.1.  Going in to Time-Off Request

When you click on “Time-Off Requests” on the Primary Navigation (Section A), you will
be navigated to the “Time-Off Requests” section as shown below
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5.6.2. Viewing Time-Off Requests

When employees create time-off requests, the managers would see it in this area as
shown below.
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Time-Off Requests

Additionally there are some dropdowns & a checkbox on this screen, which can be used
to filter the results displayed based on the selection criteria

Quick Filter - The QuickFilter is a common section that will instantly swap one group for
another. Using this filter, you will be able to select the employee group as shown below

| JLookback | 2102 v | Show Pending oniy 1

Employee Submitted

Time-Cff Requests
Autumn Bell

Lookback Filter - This filter is used to select the number of days you wish to look back
when it comes to the time-off request. The “Lookback” filter has the following options
which you can select as shown below
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Time-Off Request
Show Pending Only

HoursType  Date Off Hours

Time-Off Requests

1. All Days - When this is selected the system will display all time-off records of
time offs irrespective of the period



2. 7 Days - When this is selected the system will display any time-off requests that
got initiated within the last 7 days. This will be selected by default

3. 30 Days - When this is selected the system will display any time-off requests that
got initiated within the last 30 days

4. 90 Days - When this is selected the system will display any time-off requests that
got initiated within the last 90 days

“Show Pending Only” CheckBox - If you check this checkbox the system will only display
to you the time-off requests that are pending for approval.

This will be checked by default as shown below
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However, if you wish to see all time-off requests irrespective of their approval status,
then simply uncheck this checkbox and the system will display all available time-off
requests that got assigned to you as shown below
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5.6.3. Approving or Denying Time-off Requests

When time-off requests are displayed, you can quickly approve or deny it from
here. If the request is missing a Required tracking item, such as a Department
Assignment, “Edit” will be displayed instead of “Approve”. Required tracking
items must be set before approval.

The displayed records for approval will show both options on the screen as
shown below
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Furthermore, if you are an authorized user, you will be able to edit the time-off
records by double clicking on time-off request line item, as shown below
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When you double click on the time-off request line item, you will shown with
edit screen which will allow you to change the below values

Hours Type

Date requested
Duration

Status
Supervisor Notes
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Request Details
Date Submitted

Employee
Hours Type
Date Requested
Duration

Status

Employee Notes

Supemvisor Notes

Tracking Levels

Department
Customer
Operation

Class / Grant

Region
Grouping
Location

Jabs

Request Details
Dite Submitted

Employee
Hours Type
Date Requested
Duration

Status

Employee Notes

Supevisor Notes
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Note : If your company requires that certain Tracking Levels be used, then Time

Off Requests must have a tracking level assigned before they can be approved.

In the event of there is no tracking level tagged, the system will display

“Selection is required” as shown below

Department
Customer
Operation
Class / Grant
Region

Grouping

Location

Jobs

Tracking Levels
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5.6.4. Creating a Time-Off Request for an Employee
If you wish to create a time-off request on behalf of an employee, the system
allows you to do that.

To raise a time off request, please click on the “Add” button at the bottom of the
screen
(5006) Sundial Timekeeping

my settings lusers laccount llogout

~| Lookback| 21 Days [v| Show Pending omy.

Hours Type Date Off urs Status

Once you click on the “Add”, a New Request screen will open, which will allow
you to create the time-off record.
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Request Details
Date Submitted

Employee

Hours Type
Date Requested
Duration

Status

Employee Notes

Supevisor Notes

When you create a time-off request, below information needs to be filled by you

Employee : You need to select the employee name from the dropdown
Hours Type : This is a dropdown and you need to select the correct type
(i.e. - If it’s “Personal”, “Sick”, etc)

Date requested : This will be loaded by default for the current date.
However you have the option to select the correct date, in the event if
the default date it not the date needed

Duration : The hours per day will autofill with the default hours for the
Type, and can be modified as needed.

Status : Status has values “Pending”, “Approved” and “Denied” from
which you can choose the right one

Supervisor Notes : you can add any notes here which will be visible to
the employee

Note : When the employee is selected, system will load the default Tracking

Levels from the employee configuration

Once this form is filled, you need to click on the “Save” button at the bottom of

the screen as shown below

(5006) Sundial Timekeeping

202y User Imy settings lusers laccount llogout

Tracking Levels

Department
Customer
Operation

Class / Grant

Region

Grauping

Location

<< <)< <

Jobs

Once you click on “Save” the record will be created and it will displayed on your screen

for approvals as shown below. If you didn’t approve the record when you created it, you

have the opportunity to approve it now.
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5.7. Time Card Sign-offs area

5.7.1.  Going in to Time-card Sign-offs

When you click on “Time-Off Requests” on the Primary Navigation (Section A), you will
be navigated to the “Time-Off Requests” section as shown below
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approved Only
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Additionally there are some dropdowns, buttons & a checkbox on this screen, which can be used to filter
the results displayed based on the selection criteria



Pay Period Filter - Pay This filter is used to select the Pay Period you wish to see the timecards for.
Given below are options that are available on the “Pay Period Filter”

1. Current - When this is selected the system will display all timecards records for the
current Pay Period only

2. Previous - When this is selected the system will display all timecards records for the
previous Pay Period only

3. Previous (2) - When this is selected the system will display all timecards records for the
Pay Period immediately preceding the previous Pay Period

Quick Filter - The QuickFilter is a common section that will instantly swap one group for another. Using
this filter, you will be able to select the employee group as shown below

[Checkbox] Show Unapproved only - This is a checkbox which allows you to choose the
type of timecards that you wish to see on the screen.

This checkbox will be checked by default. If this is checked, you will only see the “Unapproved”
time-cards only.

If this is unchecked the system will display you all the time-cards irrespective of their approval
status.

Buttons -

[Button]Sign timecard - This button is used to sign selected timecards. If there are unsigned
timecards in a prior period, they will also be signed.

[Button]Unsign timecard - This button is used to un-sign selected timecards. If there are future
signed timecards, they will also be unsigned.

[Button]Remove Signatures - This button is used to remove both the Employee and the User
signatures for the timecard. If there are future signed timecards, signatures will also be removed
from them.



5.7.2. Signing Time-cards

Employees are allowed to sign their own timecards through WebConnect, the Employee
Self-Service software.

Once the signing happens the system will not accommodate any further changes to the
timecards without unsigning.

Users are allowed to sign timecards of their employees.

In order to sign a timecard, simply click on the timecard (i.e. select the line item) by clicking on it
as shown below
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Once clicked, go and select the “Sign Timecard” button, in order to sign it as shown below
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Once the signing is completed, the signed timecard will display a “Green tick mark” next to it as
shown below
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5.7.3. Un-signing Time-cards

As explained above, once the signing happens the system will not accommodate any further changes to
the timecards without unsigning.

Only a timecard which is already signed can be unsigned.

To unsign a timecard, simply click on the signed timecard (i.e. select the line item) by clicking on
it as shown below
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Once Unsigned the “Green tick mark” would disappear from the unsigned record as shown below
Cunpiat (5006) Sundial Timekeeping

¥ my settings lusers laccount llogout

Timecard Sig

Supervisor Name



5.8. Employees area

5.8.1.  Going in to Employees
When you click on “Employees” on the Primary Navigation (Section A), you will be navigated to the

“Employees” section as shown below
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5.8.2. Understanding the Employees Screen

This screen in general displays the existing employee information in the system, such as the “Hire Date”,
“Active Status” as shown below
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Given below are the selection options & dropdowns that are available on the Employees Screen as
shown below

Sync Employees - Sync employee is a feature using which we can link to an employee sync file where a
file can be imported and then the records can be synced to relevant employees based on their employee
ID. Please refer “Appendix 1 - Employee Sync

In order do perform a sync employee, you need to simply click on the “Sync Employee” button as shown
below
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After selecting the file click, on the “Import Files” button in the pop-up/overlay which will then process
the synchronization file. Processing the file will Add, Remove and Update employees as needed. For
large files, the progress indicator will let you know how far the system has progressed.

Quick Filter - The QuickFilter is a common section that will instantly swap one group for another. Using
this filter, you will be able to select the employee group as shown below

[Checkbox]include Inactive - This is a checkbox which allows you to choose
the type of employees you wish to see

This checkbox will be un-checked by default. If this is checked, you will see both “Active” and “Inactive”
Employees

Buttons -
[Button] Add - This button is used to “Add” a “New Employee” to the system
[Button] Edit- This button is used to “Edit” an “Existing Employee” record in the system

[Button] Delete - This button is used to “Delete” an “Existing Employee” record in the system



5.8.3. Editing Employee Information

You can either double click on the employee (i.e. line item) or select the employee and click on the edit
button

Once you do this, you will be navigated to a screen where you will be able to edit the employee records
as shown below.

This screen will have 3 tabs as follows “General”,”Employment” and “Externals”.

(5006) Sundial Timekeeping

welcome, Happy User Imy settings lusers laccount llogout

Eternal

Status Emergency Information

Identification Information

Employee Id 3 gEney

Notes

First Name Hope

Middle Name

Last Name Eternal User Defined Properties
Contact Information

Street

city

State

Postal Code

Country

Home Phone

Mobile Phone

A

Email

Cancel




“General” tab contains the fields listed below

Status

[Checkbox] Status : This checkbox shows the active status of the employee. Unchecking
it will make the employee “Inactive” in the system. Marking an Employee “Inactive” will
cause a Release Date field to appear, with a default value of the current date. If the
employee has any clock identities, then marking the employee inactive will also cause a
Clock ID Handling prompt to appear, with the default handling being “Remove”. “Leave”,
and “Unassign” are the other choices.

“Remove”

Selecting Remove will instruct the clocks to remove the employee credentials and will
discard any Database copies of those credentials.

“Leave”

Selecting Leave will cause all components of the employee credentials to remain in
place, including leaving them in the clock

“Unassign”

Selecting Unassign will leave the credential components intact in the database, and in
the clock, but disconnects those credentials from the employee record.

Identification Information

Employee ID : This field shows the employee ID of the employee. This is not a
mandatory field in the system. However, most people tend to have an employee ID
filled. When a bulk import or update of employees is performed (“Sync Employees”),
then “Employee ID” is required and must be unique.

First Name : This is a mandatory field in the system

Middle Name : This is not a mandatory field in the system

Last Name : This is a mandatory field in the system

Contact Information (None of these fields are mandatory)

Street : This field shows the Street details of the address.

City : This field shows the City details of the address.

State : This field shows the State details of the address.

Postal Code : This field shows the Postal code details of the address.
Country : This field shows the Country details of the address.

Home Phone :This field shows the home phone number.

Mobile Phone :This field shows the mobile phone number.

Email : This field shows the email address



Emergency Information
Emergency Contact : This fields shows any emergency contact configured
Emergency Phone : This field shown the emergency contact’s phone number
Notes : This field shows any notes pertinent to the emergency section

User Defined Properties
These are company definable fields that can be defined to capture any useful information
pertinent and relevant to the employees

“Employment” tab contains the fields listed below
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Pay Period Rule Department
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Shift Differential Rule None Class / Grant

Hire Information Region

Hire Date 6/1/2012 B Grouping

Release Date =] Location
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Accruals Jobs

‘Compensation

pay Rate

AsOf Start Accrued Used Ower

Salary Amount

salary Hours
Modify Salery

salary Rule Everyone ~

Billing

Billing Rate $2000

OT1 Billing Rate

teme s (0] OT2 Billing Rate

Policies

Pay Period Rule : This field displays any Pay Period rules configured in the

system
Overtime Rule : This field displays any Overtime rule that is configured in the system
Holiday Rule : This field displays any Holiday rule that is configured in the system
Shift Differential Rule : This field displays and Shift Differential Rule configured in the
system

Hire Information
Hire date : This field displays the “Hire date” of the employee
Release Date : This field displays the Release Date” for any employees if they are inactive
in the system. (once the is Active checkbox is unchecked, system will consider this date
as the default release date with the ability to change/override it



Accruals
Accrual Plan : Existing accrual balances are displayed with the options to make
adjustments for the balances

You can do any balance adjustments by simply “Double Clicking” on the accrual balances
(line items) as shown below

Balances are generally maintained for a specific period “As of” and the default date of
this will be the start of the “previous period”

However the system allows you to rebuild/re-calculate the accruals which can be done
via the approval adjustments. For more details, please refer below
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Once you “double click”, there will be a pop-up/overlay loaded as shown below, allowing you to make
any accrual adjustments
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Pay Rate
Salary Amount

Salary Hours

Modify Salary

rebuild/re-calculate the accruals - once the above pop-up/overlay is loaded, you will be able to set the
start date choosing it from the calendar option as shown below
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Cancel

Once the date is chosen, you can simply click on the “Calculate” button
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Cancel

Once you click on “Calculate” the system will calculate and display the updated accruals as shown below
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Once you verify the calculations, you can simply click on the “Accept” button as shown below in order for
the system to apply the new accrual balances
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Once accepted, you will see the new balances applied to the relevant line item of accruals as shown
below
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Default Tracking Levels

Use this section to assign Default Tracking Items for any of the eight Tracking Levels that are being used.
Tracking Item Assignment to Punches and other records can come from multiple sources, and when two
or more sources conflict, the “most deliberate” succeeds. An Employee’s Default Tracking Item will only
be assigned to Punches, Hours Records or Monetary Records when no other source set that particular
Tracking Level.

NOTE: Employee Filters and Whitelist Filters that are based on Tracking Items will use Assigned Items for
filtering.

You will see a checkbox against each of the above items under the title “Locked” as shown below.
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Locking a tracking level changes the Source Priority. Marking an Item Locked will prevent that tracking
level item from being modified by a conflicting Clock Default. Explicit tracking item selections will still

apply.
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Salary Amount

Salary Hours

Modiy Salary
Salary Rule Everyone ~
Billing

Billing Rate 52000
OT1 Billing Rate

ftems: 41 oT2 Billing Rate

Compensation

Pay rate : Existing pay rates are displayed here with the option to edit if required

Salary Amount : Existing pay rates are displayed here with the option to edit if required (edit needs to be
done via the modify salary button)

Salary Hours : Existing pay rates are displayed here with the option to edit if required (edit needs to be
done via the modify salary button)

Modify Salary : This is a button which will allow you to modify the salary information as shown below
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Policies

Default Tracking Levels

Pay Period Rule v Department ~
Overtime Rule - Customer ~ m}
Holiday Rule us v Operation Hers v ]
Shift Differential Rule | Nons “ Class / Grant Here h ]
Hire Information Region v O
Hire Date 612012 |F Grouping ~
Release Date B Location = O
Accruals Jobs None ~ D
Accrual Plan Cfcs ~

‘Compensation

Hours AsOf Start Accrued Used  Over  Avail

Pay Rate

Salary Amount

Salary Hours




Once this is clicked the system will load a pop-up/overlay as shown below. Once its loaded, you will need
to key in values for “New Hourly rate”, “New Salary Amount” and “New Salary Hours”. You only need to
enter two values and the system will calculate the 3rd value.

April Daw

Mew Hourly Rate

Policies ting Levels Iocked
Mew Salary Hours 160:00 -
Pay Period Rule v =
Effective Pay Period | Mever | 0
Overtime Rule h v
Holiday Rule v . ~ ]
Shift Differential Rule | Hons - § e ]
Hire Information Region v O
Hire Date 6/1/2012 B Grouping ~
Release Date £} Location v O
Accruals Jobs - O
Acerual Plan ez ~

Compensation

Once the above information and keyed in, you need to select the correct value from the “Effective Pay
Period”. Based on the chosen period, the system will apply these changes to the Previous Period, the
Current Period, or store them to take effect Next Period..
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New Hourly Rate

New Salary Amount $3.200.00
Policies iing Levels locked
160:00 =i
) New Salary Hours & . = -

Pay Period Rule eekdy (Mangzy v
Effective Pay Period || Never O
Overtime Rule i M >
Holiday Rule us v i > m]
Shift Differential Rule | Nore - § - U
Hire Information 1pn v O
Hire Date 6/1/2012 B T Grouping ~
Release Date =] Location ~ O
Accruals Jobs " O
Acerual Plan office v

Compensation

Pay Rate

Hours AsOT Start Accrued  Used  Over  Avail

Salary Amount

Salary Hours
Moy Saisry

Salary Rule Everyone -

Billing
Billing Rate 52000

OT1 Billing Rate

Bl -0 T2 Billing Rate

m Cancel

Salary Rule : This field displays the available salary rules that are pre-configured in the system and you
can choose the correct salary rule from the options available. Salary Rules are used to instruct the
system which types of Hours records will adjust Salary calculations. If Salary Rule is “None”, then all
Hours types will adjust Salary Calculations.



Policies
Pay Period Rule
Overtime Rule

Holiday Rule

Shift Differential Rule | None

Hire Information
Hire Date
Release Date
Accruals

Accrual Plan

Hours AsOf Start Accrued Used  Ower  Avail

Billing

Billing rate : This field will display any billing rates that and configured for the employee
OT1 Billing rate : This field will display any OT1 rate configured for the employee

6/1/2012 B
]

Default Tracking Levels
Department
Customer

Operation

Class / Grant

Region

Grouping

Location

Jobs

Compensation

Pay Rate

Salary Amount

Salary Hours
Moy Salary

Salary Rule

Billing

Billing Rate

71 Billing Rate

T2 Billing Rate

Hooog

oo
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m Cancel

OT2 Billing rate : This field will display any OT2 (double) rate configured for the employee

“External” tab contains the following Sections and fields described below.

WebConnect
Configuration
Username
Password

Confirm Password
DeskPunch
Password

Confirm Password

Clock Identities

Unassigned

vseroermes ||

Notifications

Assigned Recipient 1

Assigned Recipient 2

006
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WebConnect - WebConnect is an Employee Self-Service tool that can be used for Clocking, Reviewing

Timesheets, Adding Notes, Requesting Time Off and Signing Off on their Timecard

Configuration : Use this field to set the WebConnect configuration that is appropriate for this employee.

Username : Employee’s WebConnect username (must be unique within Company)

Password : This field will be used to add/modify employee’s DeskPunch password

Confirm Password : This field will be used to confirm DeskPunch’s password

Password Change Required : Mark this to require the employee to create a new password the next time
they log in.

NOTE: If there is a Company Default password, marking this box will also apply the company default
password to the Password and Confirm Password fields

DeskPunch - DeskPunch is a kiosk type Status and Clocking software.

Password : This field will be used to add/modify employee’s DeskPunch password

Confirm Password : This field will be used to confirm DeskPunch’s password

Password Change Required : Mark this to require the employee to create a new password the next time
they log in.

NOTE: If there is a Company Default password, marking this box will also apply the company default
password to the Password and Confirm Password fields

Clock Identities

The top section shows any Clock Identities currently assigned to the employee. From here, the Pin,

Password, Badge Number and Privilege can be modified.
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Username

S— T e

e
DeskPunch Unassigned | 39938338 (3G o
Password l:lljﬁii varg ehangs reauirs User Defined || 3G (99598889) ~
comtmpsssors [ ] Notifcaions

Assigned Recipient 1| Jos Boss v

Assigned Recipient 2 Nons v

To assign clock identities that are already configured in the system, you need to choose the Identity Pin
and from the “Unassigned” dropdown and then click on the “Assign” link next to the dropdown as
shown below. Values in (parenthesis) indicate the Clock Group of the identity
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‘WebConnect ‘Clock Identities
Configuration Seff Service Funen |V D S =
. v S @

Passward Sauire: e S@
DeskPunch Unassigned |
Password pass ange rasuires User Defined 4
ConfimPasswora || Notifications

Assigned Recipi

Assigned Recipi

. [ s ] cone ]

Once you click on “Assign” the selected clock gets assigned to the user as shown below
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‘WebConnect

Configuration Self Service Punch | ¥
~ S -
Password pass equires w S E

DeskPunch Unassigned 5 ~
Password o35 ange regquired User Defined I:l v
comtmpad [ ] Notictions

Likewise you can also manually create and assign a new Clock Identity to the employee

Steps in adding a User Defined clock identity
1. Enter the Employee PIN in the “User Defined” text box
2. Select the Clock Group from the dropdown as shown below
3. click on the “Add” link as shown below

NOTE: Values in (parenthesis) after the Clock Group name indicate the next PIN number in the group,
from the highest currently used PIN. It does not attempt to identify or fill gaps in the PIN Numbers.
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WebConnect Clock Identities

Configuration

66 v X9}
Username B - S8
Password ~ S @
Commemmers |
DeskPunch Unassigned A
Password

Comtmpmsers || S

Assigned Recipient 1

tser Defined | test] I 510 Board Test (8889

Assigned Recipient 2

Once you click you “Add” the user defined Clock Identity PIN will be added as shown below
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WebConnect Clock Identities
Configuration - P R
Username ~ S

-
Password password change requires — |

-

v s @

DeskPunch Unassigned ) 4
Password UserDefined | ] 3¢

contimpasos || Notcations

Assigned Recipient 1

Assigned Recipient 2

Configurations & Controls on Configured Clock Identities

Given below are some other activities that you can configure/modify on the configured clocks
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‘WebConnect

Configuration Sef Service Punch |V =E o

~ S8 ~
Password = require = @
Confirm Password I:l ~ b he
DeskPunch Unassigned >
Passworg [ s vserpetnes || -

e — Notifcatons

Assigned Recipient 1 Jos Boss ~

Assigned Recipient2 | None v

Pin : This field can be used to modify the Pin of the Clock Identity
Password : Using this field you can add/modify password of the Clock Identity
Card Number : This field can be used to add/modify card numbers of the Clock Identity



Privilege : This is a dropdown using which you can set the privileges of the Clock Identity. Below are the
privilege that are available to be chosen from
e Employee
e Enroller
e Administrator
Finger : This indicates whether or not the Clock Identity has an associated Fingerprint Template
Face : This indicates whether or not the Clock Identity has an associated Facial Recognition Template.

Icons:

Unlink Identity : Click the Broken Link icon to Unlink the Identity from the Employee. Unlinking does not
remove the ldentity from the Clock or the Database. Unlinked Identities are added to the Unassigned
Identities list.

Delete Identity : Click the Trashcan icon to Delete the Identity from the system. Deleting removes the
Identity from the Employee, deletes associated credentials from the database and removes the identity
from all clocks in the Clock Group.

Notifications
Assigned Recipients are used by Notifications for Selecting None, All, or Assigned for Time-Off Request
Notifications.

Up to two Users can be explicitly assigned to an employee to be notification recipients

Assigned Recipient 1 : Select a User as an Assigned notification recipient
Assigned Recipient 2 : Select a User as an Assigned notification recipient

Once all required changes are done, you need to click on the “Save” button” for the system
to process/apply the changes/modifications made.



5.9. Scheduling area

5.9.1.  Goingin to Schedules

When you click on “Scheduling” on the Primary Navigation (Section A), you will be navigated to the
“Scheduling” section as shown below
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5.9.2.  Assigning Schedules
You can assign scheduled to an employee simply double clicking on the employees

name as shown below
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Once you double click on the employee, you will then be navigated to the below screen

which will have a calendar view of the schedule of selected employee, as shown below
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open-open  open~open

|D5[my Dﬁlmy Mmy nactmy

open~open

‘

Destiny Destiny Destiny Destiny Destiny Destiny Destiny

_:_:_:_:_:

Destiny Destiny Destiny Destiny Destiny

open-open  open-open  open~open  open~apen open~apen  open~open  open-~open

On the loaded calendar, top section contains the controls which will help you navigate in
to different periods as shown below
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December 2020
‘Wednesday iday Saturday

§5-___ &g

Destiny Dastiny Destiny Destiny Destiny Destiny
open~cpen  open~open  open~open  oOpen~open  open~open open~open open~open

open~open  open~open  open~open  open~open  open~open  open~open  open~open
g G
open~open  open~open  open~open  open~open  open~open  open~open  open~open
open~open  open~open  open~open  open~open  open~open  open~open  open~open
27 [T E De = [T Ed [:[=B [&]a [:[=B [&]5

Dastiny Destiny Dastiny Destiny Destiny Destiny Destiny
open~open  open-open  open~open  oOpen~open  open~open Open~open  open~open

[Dropdown] Month : Using this dropdown, you can select a past or a future month
[Dropdown] Year : Using this dropdown, you can select a past or future year

[Button] Back Arrow : Using this button, you can navigate back to the previous month/s
[Button] Forward Arrow : Using this button, you can navigate to the next month/s
[Button] Rounded Arrow : Using this button, you can navigate back to current month

[Dropdown] Assignments : Using this dropdown, you will be able to jump to any existing schedule
assighnment

[Button] Back Arrow : Using this button, you can navigate back to the previous assignment from the
currently selected one



[Button] Forward Arrow : Using this button, you can navigate in to the next assignment from the
currently selected one

Once the calendar view is loaded, you can click on “A” icon on any individual day on the

calendar to assign schedules to the employee as shown below
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Once the “A” icon is clicked, you will see a pop-up/overlay loaded with a dropdown to select an
assignment as shown below

Scheduling

Employees  Morm

apen~open

Destiny Destiny Destiny Destiny
S =i

open~open  open~open

open~open  open~open  open~open

Destiny bestis

Destiny Destiny Destiny

open~apen

Once the drop down is loaded, you can choose an assignment from it as shown below
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When you click “Ok” the selected assignment will be applied from that point forward (i.e. if you apply on
Sunday the 6th, assignment will be applied form that day onwards for all the future days of the
employee”
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December 2020
Monday Tuesday Wednesday Thursday iday Saturday
Destiny Destiny Destiny Destiny Destiny Destiny Destiny
open-open  open~open  open~open  open-open  open-open  open~open  open-open

Once you click on “Save” the records will be saved in the system
5.9.3. Removing Schedule Assighments

When you select “None” from the assignment dropdown, system will remove any schedule assignments
from that point forward as shown below
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nday sesday Inesday rsdla iday rday
=""ba - S 5 F B B
Destiny i Destir Destir Destir i
=

32 hour 3 hour 2 hour 3 hour 3 hour 2 hour 2 hour

1

3 hour 2 hour 3 hour

3 hour 3 hour 3 hour 3 hour

open~open  open-open  open~open  open~open

open-apen  open~open

:

lopen~open  open~open  open~open  open-open  open~open  Open-open  open~open

Also, when you select “Unset” from the assignment dropdown, the system will remove the assighnment
on that date, allowing the previous schedule to flow through as shown below
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5.9.4. Overriding Schedules
System allows you to override the assignments done in scheduling. In order to override, you need to click

on the “O” icon any individual day on the calendar to create an overriding entry shown below
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Dxember 2020

Thursday sturday

jednesday
_E_:_E
Destiny Destiny Destiny Destiny Destiny Dslmy
pen~aper pen-~oper pen-opes open~open  open-open  open-open  open~open

N -~ EX T CHN [~ I - GO - T

3 nour 3 hour 3 haur 3 hour
F

N5 = [N - N T = 1= ETS
3 hour 3 hour 3 hour
;

3 hour 3 hour 3 hour

Be:  88-  BE: @8- B8 68: 88

2 hour 2 hour

Once the “0” icon is clicked, you will see a pop-up/overlay as shown below
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Scheduhng

open~apen  open~open  open-open  open~open

When the pop-up/overlay is loaded, you can key in the “Start Time” and “End time” to override.
Understanding keyboard entry of Time values.

1. Time values - The system accommodates entering time values in both 12 hour and 24 hour
format, irrespective of your current display setting.

a. If you wish to enter 3:00 PM, you can either key in “15” and click out of the cell and
system will automatically take the 24 hour time entry and convert it to 12 hour format
and add the time with the required decimal entries

b. If you wish to enter a value like 3:30PM, you can either key in “1530” or “3.30p"” and the
system will take care of the rest in adding colons and conversion from 24 to 12 hours or
vice versa.

C. One other way you can enter is simply keying in “6p”. Once you click out of the text field,
system will automatically turn this in to 6:00PM

2. Edits - Once the time is entered, you can make changes if needed.

a. If you wish to change 6PM to 6AM, you can simply change the “P” in the text field with

“A” and once you click out of the text field, system will process this edit

Time entry to the pop-up/overlay is displayed as below
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Start Time. 6:00 AM
End Time 3:30 PM

open~open

open~apen upen~uper| open~open  open~open  open~open  open~open
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Once the “Start” & “End” times are entered, you can click on the “Ok” button as shown below, in order
for the system to apply these changes on to the schedule
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£:00 AM

s 8
" De::mber 2020
Sunday Monday Tuesday fednesday Ené Time 330
= o> "8 —Ba: —sa

Destiny Destiny Destiny Destiny
open~open

open~open  open~open  open-open  ope

When you click “Ok” system will apply the override to the schedule for the selected day and the “O” icon
on that day will be displayed on “Orange” color as shown below
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Destiny

Destiny
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Destiny Override Destiny Destiny Destiny Destiny Destiny

open~open 6:00am~3:30pm open-~open ‘open-~open ‘open-open open~open ‘open-open
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open~open  open~open  oOpen-open  open~open  Open~open  open~open  open~open




5.9.5. Removing Overrides

To remove an override, you can simply click on the “O” of the overridden day and when this is clicked,
system will load an pop-up/overlay as shown below
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Start Time 6:00 AM
End Time 3:30PM

Unset Overrides O

Destiny Destiny
open~open  G:00am~3:30pm open~cpen  open-cpen  open-open  open-open open~open

Once the pop-up/overlay is loaded, you can click on the “Unset Overrides” checkbox to remove any
overrides applied as shown below
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D“"“‘"" 2020 . 330 PM
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When you click “Ok” on this pop-up/overlay, the system will remove any previously applied overrides
and put back to the original value it was.

Furthermore the highlighting off the “O” icon will get reset back to its original form as shown below
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Once the changes are done, you can click on the “Save” button to save those changes as shown below
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5.9.6. Assigning Group Schedules

System allows you to do “Group” assignments of schedules. In order to do this, you need to select the
multiple employees by doing a click with the control key pressed in (i.e. Control + Click)

When multiple employees are selected, the selected line items will be shaded with a lighter complexion
to help you differentiate them from the rest
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Once the multiple selection is made, you can click on the “Edit” button as shown below
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In the event if the previous selections for the users selected are having some conflicts the system will
display them as conflicts as shown below
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Once the calendar view is loaded, you can click on “A” icon on any individual day on the
calendar to assign schedules to the employees as shown below
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Once the “A” icon is clicked, you will see a pop-up/overlay loaded with a dropdown to select an
assignment as shown below
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When you click “Ok” the selected assignment will be applied to all the schedules of the selected
employees from that point forward (i.e. if you apply on the 6th Sunday, assignment will be applied form
that day onwards for all the future days of the employee”
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Once you click on “Save” the records will be saved in the system

5.9.7. Removing Group Schedule Assignments

When you select “None” from the assignment dropdown, system will remove any schedule assignments
from that point forward as shown below
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Also, when you select “Unset” from the assignment dropdown, system will change the values to the
previous value which you changed from as shown below
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5.9.8. Overriding Bulk Schedules
System allows you to override the assignments done in scheduling for multiple employees. In order to
override, you need to click on the “O” icon any individual day on the calendar to pass an overriding entry
shown below
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Once the “0” icon is clicked, you will see a pop-up/overlay as shown below
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When the pop-up/overlay is loaded, you can key in the “Start Time” and “End time” to override.

Understanding keyboard entry of Time values.



Time values - The system accommodates entering time values in both 12 hour and 24 hour
format, irrespective of your current display setting.

b. If you wish to enter 3:00 PM, you can either key in “15” and click out of the cell and
system will automatically take the 24 hour time entry and convert it to 12 hour format
and add the time with the required decimal entries

c. If you wish to enter a value like 3:30PM, you can either key in “1530” or “3.30p” and the
system will take care of the rest in adding colons and conversion from 24 to 12 hours or
vice versa.

d. One other way you can enter is simply keying in “6p”. Once you click out of the text field,
system will automatically turn this in to 6:00PM

Edits - Once the time is entered, you can make changes if needed.

e. If you wish to change 6PM to 6AM, you can simply change the “P” in the text field with

“A” and once you click out of the text field, system will process this edit

Time entry to the pop-up/overlay is displayed as below
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Once the “Start” & “End” times are entered, you can click on the “Ok” button as shown below, in order
for the system to apply these changes on to the schedule
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When you click “Ok” system will apply the override to the schedule for the selected day and the “O” icon
on that day will be displayed on “Orange” color as shown below
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5.9.9. Removing Group Overrides

To remove an override, you can simply click on the “O” of the overridden day and when this is clicked,
system will load an pop-up/overlay as shown below
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Once the pop-up/overlay is loaded, you can click on the “Unset Overrides” checkbox to remove any
overrides applied as shown below
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When you click “Ok” on this pop-up/overlay, the system will remove any previously applied overrides
and put back to the original value it was.

Furthermore the highlighting off the “O” icon will get reset back to its original form as shown below
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Once the changes are done, you can click on the “Save” button to save those changes as shown below
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5.10. Reports area

5.10.1. Types of Reports within the system

5.10.1.1. Saved Reports
Going in to “Saved” Reports

In order to go to “Saved Reports” you need to first click on the “Reports” on the Primary
Navigation (Section A), you will be navigated to the “Reports” section as shown below
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Reports Properties
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Once you are navigated into the “Reports” section, select the required report listed under the
“Saved” report grouping, from the “Reports” dropdown as shown below
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5.10.1.2.  Shared Reports
In order to go to “Shared Reports” you need to first click on the “Reports” on the Primary Navigation
(Section A), you will be navigated to the “Reports” section as shown below
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Once you are navigated into the “Reports” section, select the required report listed under the “Shared”
report grouping, from the “Reports” dropdown as shown below

(5006) Sundial Timekeeping

Wekome, Hapoy USer |my settings lusers laccount llogout

Shared

1 Time Detail

WTime Detail

Timecard - No Fage Break
Common

Accrual Balances
Attendance
Billing Summary
Distributed Hours
Employee Contact
Employee Listing
Hours By Day
Hours By Type

{  Hours Summary
Labor Cost
Labor Distribution

Lunch Compliance

Notes Report ~

5.10.1.3. Common Reports
In order to go to “Common Reports” you need to first click on the “Reports” on the Primary Navigation
(Section A), you will be navigated to the “Reports” section as shown below
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Once you are navigated into the “Reports” section, select the required report listed under the
“Common” report grouping, from the “Reports” dropdown as shown below
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Explanation on a Report listed under common Reports

Given below is an explanation on a report that is listed under the common reports.

Report name : “Hours By Day”

To select this report, load the “Reports” dropdown and move to the “Hours By Day”
report listed under the “Common” grouping. Once selected the system will load the
selected report on your screen as shown below
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Properties of a report - Every report has its own properties. When it comes to “Hours
By Day” report, given below are its properties

Minimum Hours : This field helps you to define the minimum number of hours that needs to be
available to be shown on the report. In the context of this report, if you define minimum hours
as “6” only employees who have 6 hours or more on a given day will be displayed in the report.
Include Employee ID : This is a dropdown which will allow you to select “Yes” or “No” for
including “Employee ID” in the report. If you select “Yes” the report will include employee ID as
a field and if you select “No” it will not add the “Employee ID” field when the report gets
generated

Tracking 1 : This report allows you to add up to 3 “Tracking Levels”. Using this dropdown, you
will be able to define which “Tracking Level” needs to be considered for the Tracking 1 field of
the report

Tracking 2 : This report allows you to add up to 3 “Tracking Levels”. Using this dropdown, you
will be able to define which “Tracking Level” needs to be considered for the Tracking 2 field of
the report

Tracking 3 : This report allows you to add up to 3 “Tracking Levels”. Using this dropdown, you
will be able to define which “Tracking Level” needs to be considered for the Tracking 3 field of
the report

Include Hours Type : Using this dropdown, you can choose to include or exclude the “Hours
Type” from the report. If you choose “Yes” the report will display this information when its
generated and vice versa

Show AutoLunch Column : Using this dropdown, you can choose to include or exclude the
“AutoLunch” from the report. If you choose “Yes” the report will display this information,
when its generated and vice versa

Once you do the selection of the properties, you need to click on the “Show Report” button on
the screen to view this report as shown below
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Note : Some browsers will open this up on a new tab and some will open this up in a

window.

Properties
Minimum Hours

Include Employee Id
Tracking 1
Tracking 2
Tracking 3

Include Hours Types

Show AutoLunch Column
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Once you click on “Show Report” button the report will be loaded as shown below
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Report:

Date Range:
Date & Time:
Generated by:

Calculated Hours By Day: 6 hours worked or more

Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021)
12/27/2020 09:50 AM

Happy User

8749
78
77
79
63
61
62
71
60
68
65
64
66
74
72
76

Nick
Percy
Frank
Helen
Hope
Autumn
Jane
George
Joe
Roger
Maxwell
Dixie
April
Suzie
Destiny
Sal

Larsen 12/21/2020  12/21/2020 5:4700 AM  12/21/2020 3:0400 PM 815 Production gg;"dp;”gn 10111
Blakeney 12/21/2020  12/21/2020 55000 AM  12/21/2020 3:0400 PM 815 Janitorial

Speaker 12/21/2020 1212172020 55300 AM  12/21/2020 31100 PM 815 Production Code 2
Joy 12/21/2020  12/21/2020 55600 AM  12/21/2020 3-11:00 PM 842 Manufactuing  Code 2
Etemal 12/21/2000 121212020 6:4500 AM  12/21/2020 40100 PM 816 Warehouse

Bell 12/2112020  12/21/2020 64900 AM  12/21/2020 4-10:00 PM 822 Production

Doe 12/21/2000 121212020 6:5000 AM  12/21/2020 4-1000 PM 820 Janitorial

Jetson 12/21/2020  12/21/2020 6:5000 AM  12121/2020 4:0200 M 811 Warenouse

Plumber 12/21/2000 121212020 6:5100 AM  12/21/2020 40300 PM 815

Sample 12/21/2020  12/21/2020 65100 AM  12121/2020 4:11.00 M 820 Production

Jackson 12/21/2000 1212112020 6:5200 AM  12/21/2020 40800 PM 817 Maintenance

Louise 12/21/2020  12/21/2020 6:5600 M 12121/2020 4.01:00 M 8:00  Production

Dawn 12/21/2000  12/21/2020 70000 AM  12/21/2020 40600 P 806 Production Cooking
Quewe 12/21/2020  12/21/2020 8:4500 M 12121/2020 6.00:00 M 516

smith 12/21/2020  12/21/20208:4300 AM  12/21/2020 61500 PM 830 Janitorial

Erie 12/21/2020  12/21/2020 85200 AM  12121/2020 60500 M 814 Job 4

Following are some additional options that are available on reports which will allow you to

Print the Report, Print only a page of the Report or Explore it to any other format of your

choice.

o



Navigation Arrows

You can use the “Navigation arrows” In order to navigate across the multiple pages of a report as

shown below
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Report: Calculated Hours By Day: 6 hours worked or more

Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021)
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User

8740 Nick Larsen 12/21/2020  12/21/2020 5:47.00 AW 12/21/2020 3-0400 FM 815  Production gs;”;:g;n 10111

78 Percy Blakeney 12/21/2020  12/21/2020 5:5000 AM  12/21/2020 3:04:00 PM 815 Janitorial
Toggle Multi Page Mode

If you need to view the report as a multi page report with the page separators, you can
the “Toggle Multi Page button” as shown below
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Report: Calculated Hours By Day: 6 hours worked or more

Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021)
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User

8749 Nick Larsen 12/21/2020  12/21/2020 5:47.00 M 12/21/2020 3:04:00 PM 815 Proguction Compary 10111

78 Percy Blakeney 12/21/2020  12/21/2020 5:5000 AM  12/21/2020 3:04:00 PM 815 Janitorial

Zoom (in/out) the Report

You can use the (-) & (+) keys to Zoom In/Out the displayed report. Furthermore, using
dropdown, you will be able to select some set/standard Zoom Levels (i.e. 25%, 50%,
etc) as shown below
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Date & Time: 1o 01 AM
Generated by: | 75%
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8749 Nick Larsen 12/21/2020  12/21/2020 54700 AM  12/21/2020 3:04:00 PM Production gs;ﬂup:rgn 10111
78 Percy Blakeney 12/21/2020  12/21/2020550.00 AM  12/21/2020 3:04:00 M 815 Janitorial
77 Frank Speaker 12/21/2020  12/21/2020 55300 AM  12/21/2020 3:11:00 PM 815 Production Code 2
79 Helen Joy 12121/2020  12/21/20205°56:00 AM  12/21/2020 3-11:00 PM 842 Manufacturing  Code 2
63 Hope Eternal 12/21/2020  12121/2020 64500 AV 12/21/2020 4:01:00 PM 816  Warehouse
61 Autumn Bell 12121/2020  12/21/2020 6:40:00 AM  12/21/2020 4:10:00 M 8:22 Production
62 Jane Doe 12/21/2020  12/21/2020 6:50:00 AM  12/21/2020 4-10:00 PM 820 Janitorial
7 George Jetson 12121/2020  12/21/2020 6:50:00 AM  12/21/2020 4:02:00 PM 811 Warehouse
69 Joe Plumber 12/21/2020  12/21/2020 65100 AV 12/21/2020 4:03:00 PM 815
68 Roger Sample 12121/2020  12/21/2020 6:51.00AM  12/21/2020 4:11:00 PM 8:20 Production
65 Maxwell Jackson 12/21/2020  12/21/2020 6:52.00 M 12/21/2020 4-08:00 PM 817 Maintenance
64 Dixie Louise 12121/2020  12/21/2020 6:56:00 AM  12/21/2020 4:01:00 PM 809 Production
66 April Dawn 12/21/2020  12/21/2020 7-00:00 AV 12/21/2020 4:06°00 PM 806 Production Cooking
74 Suzie Queue 12121/2020  12/21/2020 8:45:00 AM  12/21/2020 6:00:00 PM 8:16
72 Destinv Smith 12/21/2020  12/21/2020 8:48:00 M 12/21/2020 6:15:00 PM 830 Janitorial

Printing Report

In order to “Print” a report, you need to click on the “Print” button as shown below

<
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Report: Calculated Hours By Day: 6 hours worked or more G
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User
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8749 Nick Larsen 1212172020 12/21/2020 5:47:00 AM  12/21/2020 3:0400 PM Production Sombary 10111
78 Percy Blakeney 12/21/2020 12/21/2020 55000 AM  12/21/2020 3:0400 PM 815 Janitorial
77 Frank Speaker 1212172020 12/21/2020 55300 AM  12/21/2020 31100 PM 815 Production Code2
79 Helen Joy 12/21/2020 12/21/2020 55600 AM  12/21/2020 3:1100 PM 842 Manufactug  Code2
63 Hope Eternal 12/21/2020  12/21/2020 6:4500 AM  12/21/2020 4:0100 PM 816 Warehouse
61 Autumn Bell 12/21/2020 12/21/2020 6:4900 AM  12/21/2020 4:1000 PM 822 Production
62 Jane Doe 1202112020 12/21/2020 6:5000 AM  12/21/2020 4-10:00 PM 820 Janitorial
7 George Jetson 12/21/2020  12/21/2020 6:5000 AM  12/21/2020 4:0200 FM 811 Warehouse
69 Joe Plumber 1212172020 12/21/2020 65100 AM  12/21/2020 4:03:00 PM 815
68 Roger sample 12/21/2020  12/21/2020 65100 AM  12/21/2020 4:1100 PM 820 Production
65 Maxwell Jackson 12/21/2000  12/21/2020 6:5200 A 12/21/2020 4:08:00 PM 817 Maintenance
64 Dixie Louise 12/21/2020 12/21/2020 65600 AM  12/21/2020 4:0100 PM 809 Production
66 April Dawn 12/21/2020  12/21/2020 7:0000 AM  12/21/2020 4:06:00 PM 806 Production Cooking
74 Suzie Queve 12/21/2020  12/21/2020 8:4500 AM  12/21/2020 6:0000 PM 816
72 Destiny smith 12/21/2020  12/21/2020 84500 AM  12/21/2020 61500 PM 830 Janttorial
76 sal Erie 12/21/2020 12/21/2020 8:5200 AM  12/21/2020 6:0500 PM 814 Job 4
Once you click on it, system will load the available printers to choose from which is similar

to any other standard printing operation
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Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 fo 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) n
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User

Company

o}

8749 Nick Larsen 12/21/2020  12/21/2020 5:4700 AM  12/21/2020 3:04:00 PM Production Bondsman 10111
78 Percy Blakeney 12/21/2020  12/21/2020 5:5000 AM  12/21/2020 3:04.00 PM 8:15  Janitorial
7 Frank Speaker 12/21/2020  12/21/2020 5:53.00 AM  12/21/2020 3:11:00 PM 8:15  Production Code 2
79 Helen Joy 12/21/2020  12/21/2020 5°56:00 AM  12/21/2020 3:11:00 PM 842  Manufacturing Code 2
63 Hope Eternal 12/21/2020  12/21/2020 6:45:00 AWM 12/21/2020 4:01:00 PM 8:16 Warehouse
61 Autumn Bell 12/21/2020  12/21/2020 6:4900 AM  12/21/2020 4:10:00 PM 8:22  Production
62 Jane Doe 12/21/2020  12/21/2020 6:5000 AM  12/21/2020 4:10:00 PM 8:20 Janitorial
Rl George Jetson 12/21/2020  12/21/2020 6:50:00 AM  12/21/2020 4:02:00 PM 8:11  Warehouse
69 Joe Plumber 12/21/2020  12/21/2020 6:51°00 AM  12/21/2020 4:03:00 PM 8:15
68 Roger Sample 12/21/2020  12/21/20206:51.00 AM  12/21/2020 4:11:00 PM 8:20 Production
65 Maxwell Jackson 12/21/2020  12/21/2020 6:52°00 AM  12/21/2020 4:08:00 PM 8:17  Maintenance
64 Dixie Louise 12/21/2020  12/21/2020 6:56:00 AM  12/21/2020 4:01:00 PM 8:09 Production
66 April Dawn 12/21/2020 12/21/2020 7:0000 AM  12/21/2020 4:06:00 PM 8:06 Production Cooking
74 Suzie Queue 12/21/2020  12/21/2020 84500 AM  12/21/2020 6:00:00 PM 816
72 Destiny Smith 12/21/2020  12/21/2020 874800 AM  12/21/2020 6:15:00 PM 8:30 Janitorial
76 sal Erie 12/21/2020  12/21/2020 8:52.00 AM  12/21/2020 6:05:00 PM 814 Job 4
Once you click on it, system will load the available printers to choose from which is similar

to any other standard printing operation

If you like to explore the report, you will need to click on the “Export to” button as shown
below
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Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User

Employee id mm Time Stamp In Time Stamp Out | AutolLunch | Total Hours | Department m

8749 Nick Larsen 12/21/2020  12/21/20205:4700 AM  12/21/2020 3:0400 PM 815 Procuction Compary 10111
78 Percy Blakeney 12/21/2020  12/21/2020 55000 AM  12/21/2020 30400 PM 815 Janitorial

I Frank Speaker 12/21/2000  12/21/2020 55300 AM  12/21/2020 31100 PM 815 Production Code 2

79 Helen Joy 12/21/2020  12/21/2020 55600 AM  12/21/2020 31100 PM 842 Manufactuing  Code 2

63 Hope Eternal 12/21/2000  12/21/2020 6:4500 AM  12/21/2020 40100 PM 816 Warehouse

61 Autumn Bel 12/21/2020  12/21/2020 6:4900 AM  12/21/2020 4-1000 PM 822 Production

62 Jane Doe 12/21/2020  12/21/2020 6:50.00 AM  12/21/2020 41000 PM 520 Janitorial

7 George Jetson 12/21/2020  12/21/2020 6:5000 AM  12/21/2020 4-0200 PM 811 Warehouse

60 Joe Plumber 1202172020 12/21/2020 65100 AM  12/21/2020 4:0300 PM 515

68 Roger Sample 12/21/2020  12/21/2020 65100 AM  12/21/2020 4-1100 PM 820 Production

65 Maxwell Jackson 1202172020 12/21/2020 6:5200 AM  12/21/2020 4:06:00 PM 847 Maintenance

64 Dixie Louise 12/21/2020  12/21/2020 6:5600 AM  12/21/2020 4-0700 PM 808 Production

66 April Dawn 1202172020 12/21/2020 70000 AM  12/21/2020 4:06:00 PM 506 Production Cooking

74 Suzie Quewe 12/21/2020  12/21/2020 8:4500 AM  12/21/2020 6-0000 PM 816

72 Destiny smith 1212172020 12/21/2020 84500 AM  12/21/2020 61500 PM 830 Janiorial

76 sal Erie 12/21/2020  12/21/2020 8:5200 AM  12/21/2020 6-0500 PM o Jobd .

Exporting Report

When you click on this button, system will display a list of “Export” options as shown below
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Report: Calculated Hours By Day: 6 hours wc st more
Date Range: Current Period (12/21/2020 to 1/3/202 - 142020 fo 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User pocx
MHT
HTML
8749 Nick Larsen 1212102020 12/21/2020 5:47]C CSV 14/21/2020 3:0400 PM 815 Procuction Compary 10111
78 percy Blakeney 12/21/2020  12/21/2020 5:5( mage 1312112020 3:0400 PM 815 Janitorial
7 Frank Speaker 12/21/2020  12/21/2020 5:5300 AW 72/21/2020 3:1100 PM 815 Procuction Code2
79 Helen Joy 12/21/2020 12/21/2020 55600 AW 12/21/2020 31100 PM 842 Manufactuing  Code2
63 Hope Eternal 1212172020 12/21/20206:4500 A 12/21/2020 4:01:00 PM 816 Warenouse
&1 Autumn Bell 12/21/2020  12/21/2020 6:4000 AW 12/21/2020 4:10:00 PM 8:22 Production
62 Jane Doe 12/21/2020  12/21/20206:5000 M 12/21/2020 41000 PM 820 Janitorial
il George Jetson 12/21/2020  12/21/2020 6:5000 AW 12/21/2020 4:0200 PM 811 Warehouse
69 Joe Plumber 12/21/2020  12/21/2020 6:5100 AM  12/21/2020 4:0300 PM 815
68 Roger Sample 12/21/200 12/21/2020 6:5100 AW 12/21/2020 4:1100 PM 820 Procuction
65 Maxwell Jackson 12/21/2020  12/21/20206:5200 AM  12/21/2020 4:08:00 PM 817 Maintenance
64 Dixie Louise 12/21/2020 12/21/2020 6:5600 AM  12/21/2020 4:0100 PM 809 Procuction
66 April Dawn 12/21/2020  12/21/2020 7:0000 M 12/21/2020 4:06:00 PM 8:06  Proguction Cooking
74 suzie Queue 12/21/2020 12/21/2020 8:4500 AW 12/21/2020 6:0000 PM 816
72 Destiny Smith 12/21/2020  12/21/2020 8:4800 AM  12/21/2020 6:1500 PM 830 Janitorial
76 sal Erie 12/21/2020 12/21/2020 85200 AW 12/21/2020 6:0500 PM 814 Job4

Once you select the output option from the dropdown, system will then export the report
accordingly which is similar to any standard export option.

Searching on Report

In order to search something on the report, you can simply click on the “Search” button as shown below

r- [o] =

Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User
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8749 Nick Larsen 12/21/2000  12/21/2020 54700 AM  12/21/2020 3:0400 PM 815 Production Compary 10111
78 Percy Blakeney 12/21/2020  12/21/2020 55000 AM  12/21/2020 3:04:00 PM 815  Janitorial
Once you click on the “Search” button, system will display a search pane on the right side of

the screen as shown below
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Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202
Date & Time: 12/27/2020 10:01 AM

Employee Id

Nick

78 Percy

Generated by:

Larsen

Blakenev

Happy User

12/21/2020

12/21/2020

12/21/2020 5:47.00 AM

12/21/2020 5:50:00 AM

12/21/2020 3.04:.00 PM

12/21/2020 3:04:00 PM

Compa

815 Production Bonadsr

815 Janitorial

SEARCH

Match case

Match whole word only

SEARCH RESULT

Using this, you can key in a “search value” and once you click outside the “Search Text
system will then highlight on screen any available search results. Furthermore, it
down all search results on the right side search pane as shown below

field”

will list

o 0o, ra
1of2 > p D —  WholePage v = 2 & rl-:'lv I s <
Joy v oA
| od
Report: Calculated Hours By Day: 6 hours worked or more Match case
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202 Match whole word only p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User 'SEARCH RESULT
Joy
page 1
T o I e e ) o
Joy
8749 Nick Larsen 12/21/2020  12/21/2020 5°47-00 AM  12/21/2020 3:04:00 PM 815 Production Sompal Losse2
78 Percy Blakeney 12121/2020  12/21/2020 550:00 AM  12/21/2020 3:04:00 PM 815 Janttorial
7 Frank 12/21/2020  12/21/2020 5°53:00 AM  12/21/2020 3-11:00 PM 815 Production Code 2
79 Helen 121212020 12/21/2020 556:00 AM  12/21/2020 3:11:00 P 842 Manufacturing  Code 2
63 Hope 12/21/2020  12/21/2020 6:45°00 AM  12/21/2020 401:00 PM 816 Warenouse
&1 Autumn Bell 12121/2020  12/21/20206:40:00 AM  12/21/2020 4:10:00 P 8:22 Production
You can use the arrow heads on the right side search pane to navigate in to the other search
results as shown below
o oo ra
Tofz - > P D — Wnolepage v == = WG 'I:_'I' [ SEARCH T
Joy
o)
Report: Calculated Hours By Day: 6 hours worked or more Mateh case
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202 Match whole word only p
Date & Time: 12/27/2020 10:01 AM

8749 Nick

78 Percy
7 Frank
79 Helen
63 Hope
61 Autumn
62 Jane
71 George

Generated by:

Happy User

Larsen 12/21/2020
Blakeney 12/21/2020
Speaker 12/21/2020
Joy 12/21/2020
Eternal 12/21/2020
Bell 12/21/2020
Doe 12/21/2020
Jetson 12/21/2020

Viewing Report on Full Screen

12/21/2020 5:47:00 AM
12/21/2020 5:50:00 AM
12/21/2020 5:53:00 AM
12/21/2020 5:56:00 AM
12/21/2020 6:45:00 AM
12/21/2020 6:49:00 AM
12/21/2020 6:50:00 AM
12/21/2020 6:50:00 AM

12/21/2020 3:04:00 PM
12/21/2020 3:04:00 PM
12/21/2020 3:11:00 PM
12/21/2020 3:11:00 PM
12/21/2020 4.01:00 PM

12/21/2020 4

00 PM

12/21/2020 4:10:00 PM

12/21/2020 4:02:00 PM

Compa
Production Bondsr

&15 Janitorial
815 Production Code 2
&42 Manufacturing ~ Code 2

816 Warehouse
822 Production
820 Janitorial

&11 Warenouse

SEARCH RESULT

Joy
page 1

Joy
page 2

~



In order to view the report on “Full Screen” you need to click on the “Full Screen” button as shown

below
e, e o[a]
.
122572020 12-0000 1
79 Helen Joy 1212512020 R 800 Manufacturng  Code2
8749 Nick Larsen 1ensp0 1228202012000 800 Producion oo o111
1212512020 12:0000
64 Dixie Louise 12/25/2020 AM 8:00 Production
7 Kreena Patel 12nspe 2252020120000 800 Distibuton  Cooking
69 Joe Plumber 12500 1225/202012:0000 8:00
74 Suzie Queue t2mspee  12/257202012:0000 800
68 Roger Sample 12/25/2020 e AM 8:00 Production

When you click on the “Full Screen” button, system will display the report on “Full Screen Mode” as
shown below

|4 A 202 - D —  Whokepage v == |E| hnlj 'Ii_'lv el
Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021)
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User
O ) e e e e
8749 Nick Larsen 1212172020 12/21/2020 5:47:00 M 12/21/2020 3:04:00 PM Proguction Company 10111
78 Percy Blakeney 12/21/2020  12/21/2020 5:50:00 AM  12/21/2020 3:04:00 PM 815 Janioria
7 Frank Speaker 12/21/2020  12/21/20205:63:00 AM  12/21/2020 311:00 PM 815 Production Code 2
79 Helen Joy 12/21/2020  12/21/20205:56:00 AM  12/21/2020 3:11-00 PM 842 Manufacturing  Code 2
63 Hope Eternal 12/21/2020  12/21/2020 6:45:00 AM  12/21/2020 4:01:00 PM 816 Warehouse
61 Autumn Bel 12/21/2020  12/21/20206:49:00 AM  12/21/2020 4:10:00 PM 822 Production
62 Jane Doe 12/21/2020  12/21/2020 6:60:00 AM  12/21/2020 4:10:00 PM 820 Janioria
7 George Jetson 122112020 12/21/2020 6:50:00 AM  12/21/2020 4:02:00 PM 811 Warehouse
69 Joe Plumper 12/21/2020  12/21/20206:51:00 AM  12/21/2020 4:03:00 PM 815
o8 Roger sample 12/21/2020  12/21/20206:61:00 AM  12/21/2020 4:11:00 PM 820 Production
65 Maxwell Jackson 12/21/2020  12/21/2020 6:52:00 AM  12/21/2020 4:08:00 PM 817 Maintenance
64 Dixie Louise 12/21/2020  12121/2020 6:56:00 AM  12/21/2020 4:01:00 PM 809 Production
66 April Dawn 1212172020 12/21/2020 7:00:00 AM  12/21/2020 4:06:00 PM 806 Production Cooking
74 Suzie Queue 12/21/2020  12121/2020 8:45:00 AM  12/21/2020 6:00:00 PM 8:16
72 Destiny smith 12/21/2020  12/21/2020 8:48:00 AM  12/21/2020 6:15:00 FM 8:30 Janitorial
76 sal Erie 12/21/2020  12121/2020 8:52.00 AM  12/21/2020 6:05:00 PM 8:14 Job 4
73 Joe schmoe 1212172020 12/21/20208:59°00 AM  12/21/2020 6:00-00 PM 803
75 Kreena Patel 12/21/2020  12121/20209:00:00 AM  12/21/2020 6:01:00 PM 8:01 Distribution Cooking
61 Autumn Bel t2isro02 1228202012000 800 Production

o)

You can press on the “Escape” key on your keyboard to exit from the “Full Screen mode”

Understanding the Right Side Pane on the Reports

There is a right side pane on the reports screen which can be expanded by clicking the “Left pointed”
arrow head as shown below
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8749
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Nick
Percy
Frank
Helen
Hope
Autumn
Jane
George
Joe
Roger
Maxwell
Dixie
April
Suzie

Destiny

zof2 -

0O —

Whole Page =

+

ra
Ld

&
Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021) L
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User
[ Empioyee id [ Firstiame [ iasthame | pate]  rime stampin | 7ime stampout | AutoLunch | TotaiHours | pepartment | customer | operation |
When you click on this the system will expand the reports pane as shown below
>
[ = wnoersge ~ == = i PREVIEW PARAMIETERS T
N Report Name Calculated Hours By Day: 6 ho .. a
Report: Calculated Hours By Day: 6 hours worked or more User Name Happy User
Date Range: Current Period (12/21/2020 to 1/3/2021, 12121/2020 to 12/27/2020, 12/26/2020to 11012021, 12/27/2020t0 127202 a o
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User Label Report:
Genearation Time Date & Time:
Larsen 120212020 12/21/20205:47.00AM  12/21/2020 3:04.00 PM Production COMDA) | peportDate Range | Cument Peried (12217202010 ..
Blakeney 12/21/2020 12/21/2020 5:50.00 AM  12/21/2020 3:04:00 PM 515 Janitorial oate ronge abel oate Range
Speaker 1212172020 12/21/2020 55300 AM  12/21/2020 3-11:00 PM 815 Production Code 2
Joy 12/21/2020  12/21/2020 55600 AM  12/21/20203-11:00 PM 842 Manufaciuring  Code 2 A s
Eternal 121212020 12/21/2020 64500 AM  12/21/2020 4:01:00 PM 516 Warehouse
Bel 12/21/2020  12/21/2020 6:49°00 AM  12/21/2020 4-10-00 PM 822 Production
Doe 12/21/2020  12/21/2020 650-00 AM  12/21/2020 4-10-00 PM 820 Janitorial
Jetson 12/21/2020  12/21/2020 65000 AM  12/21/2020 4:02:00 PM 511 Warehouse
Plumber 121212020 12/21/20206:51.00AM  12/21/2020 4:03.00 PM 515
Sample 12/21/2020  12/21/2020 6:51°00 M 12/21/2020.4:11:00 PM 820 Production
Jackson 120212020 12/21/2020 65200 AM  12/21/2020 40800 PM 817  Maintenance
Lovise 12/21/2020 12/21/2020 6:56:00 AM  12/21/2020 4:01:00 PM 500 Production
Dawn 1212172020 12/21/2020 70000 AM  12/21/2020 4-06-00 PM 806 Production Cookin
Queus 12/21/2020  12/21/2020 64500 AM  12/21/20206:00°00 PM 816
smith 121212020 12/21/2020 84500 AM  12/21/2020 6-15:00 PM 530 Janitorial
To collapse this back, you can simply click on the “Right Pointed” arrow head as shown below
> |
0 — - + 5 @ & B P L1 S =
E Report Name Calculated Hours By Day: 6 ho .. a
Report: Calculated Hours By Day: 6 hours worked or more User Name Happy User
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202 p
Date & Time: 12/27/2020 10:01 AM Soneton e | v B
Generated by: Happy User Label Report
GenearstionTime | Date & Time

8749

Nick
Percy
Frank
Helen
Hope
Autumn
Jane
George
Joe
Roger
Maxwell
Dixie
April
Suzie

Destiny

Larsen
Blakeney
Speaker
Joy
Eternal
Bell
Doe
Jetson
Plumber
Sample
Jackson
Louise
Dawn
Queue

Smith

12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020

12/21/2020 5:47°00 AM
12/21/2020 55000 AM
12/21/2020 5:53.00 AM
12/21/2020 5:56:00 AM
12/21/2020 6:45:00 AM
12/21/2020 6:49:00 AM
12/21/2020 6:50:00 AM
12/21/2020 6:50:00 AM
12/21/2020 6:51:00 AM
12/21/2020 6:51:00 AM
12/21/2020 6:52:00 AM
12/21/2020 6:56:00 AM
12/21/2020 7:00:00 AM
12/21/2020 8:45:00 AM
12/21/2020 8:48:00 AM

12/21/2020 3:04:00 PM
12/21/2020 3:04:00 PM
12/21/2020 3:11:.00 PM
12/21/2020 3:11:00 PM
12/21/2020 4:01:00 PM
12/21/2020 4:10:00 PM
12/21/2020 4:10:00 PM
12/21/2020 4:02:00 PM
12/21/2020 4:03:00 PM
12/21/2020 4:11:00 PM
12/21/2020 4:08:00 PM
12/21/2020 4:01:00 PM
12/21/2020 4:06.00 PM
12/21/2020 6:00:00 PM
12/21/20206:15:00 PM

Generated by

Compa

Production Bondsr

Report Date Range
815 Janitorial Date range label

815 Production Code 2

842 Manufacturing  Code 2
816 Warehouse

8:22  Production

820 Janitorial

811 Warehouse

820 Production
817 Maintenance
809 Production
8:06 Production Cookin

8:30 Janitorial

Generated by,

Current Period (12/21/2020o .

Date Range:

RESET sumIT



This pane contains 3 different icons towards the extreme right side of the screen as shown below

4 <«

20f2 -

0O —

Report:

Date Range:
Date & Time:
Generated by:

WholePage v ==

ra
Ld

Calculated Hours By Day: 6 hours worked or more
Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/2021)

12/27/2020 10:01 AM

Happy User

8749 Nick Larsen 12/21/2020
78 Percy Blakeney 12/21/2020
7 Frank Speaker 12/21/2020
79 Helen Joy 12/21/2020
63 Hope Eternal 12/21/2020

12/21/2020 5:47:00 AM
12/21/2020 5:50:00 AM
12/21/2020 5:53:00 AM
12/21/2020 5:56:00 AM
12/21/2020 6:45:00 AM

12/21/2020 3:04:00 PV
12/21/2020 3:04:00 PM
12/21/2020 3:11:00 PM
12/21/2020 3:11:00 PM
12/21/2020 4:01:00 PM

Company

Production Bondsman
815 Janitorial
815  Production Code 2
842 Manufacturing  Code 2

816 Warehouse

10111

Icon 1 (Funnel) : Clicking this will take you to the “Preview Parameters” as shown below

|4 4 202 - O] = wnoeraoe - i=n HH erEvIEW PARAMETERS
A Report Name
Report: Calculated Hours By Day: 6 hours worked or more User Name
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202
Date & Time: 12/27/2020 10:01 AM conesmanimest

Generated by:

Happy User

8749

78

7

79

63

61

62

Nick
Percy
Frank
Helen
Hope
Autumn

Jane

Larsen 12/24/2020  12/21/2020 54700 AM  12/21/2020 3.04:00 PM Production ggg';;
Blakeney 12/21/2020  12/21/20205:50:00 AM  12/21/2020 3:04:00 PM 8145 Janitorial

Speaker 12/21/2020  12/21/20205:53:00 AM  12/21/2020 3:11:00 PM 815 Production Code 2
Joy 12/21/2020  12/21/20205:66:00 AM  12/21/2020 3:11:00 PM 842 Manufacuring  Code 2
Eternal 12/21/2020  12/21/2020 6:45:00 AM  12/21/2020 4:01:00 PM 816 Warehouse

Bel 12/21/2020  12/21/2020 6:49°00 AM  12/21/2020 4:10:00 PM 822 Production

Doe 1202172020 12/21/20206:50:00 AM  12/21/2020 4:10:00 PM 820 Janitorial

Label

Genearation Time

Generated by

Report Datz Range

Date range label

Calculated Hours By Day: 6 ho ..
Happy User

12/27/2020, 10:01 AM =]
Report:

Date & Time

Generated by:

Current Period (12/21/202010 .
Date Range

RESET suBmIT

Icon 2 (Gear Lever) : Clicking this will list down all the export options as show below

ye)



4 <

8749
78
7
79
63
61
62
7
69

To view more details on each export option you will need to click on the “Right Pointed Arrow head”
appearing in front of each export option as shown below

8749

78

7

79

63

61

62

7

69

2of2

Nick
Percy
Frank
Helen
Hope
Autumn
Jane
George

Joe

20f2 -

Nick
Percy
Frank
Helen
Hope
Autumn
Jane
George

Joe

0O —

whoiepsge + | =

Report: Calculated Hours By Day: 6 hours worked or more
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202

Date & Time: 12/27/2020 10:01 AM

Generated by: Happy User

Larsen
Blakeney
Speaker
Joy
Eternal
Bell

Doe
Jetson

Plumber

0O —

12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020
12/21/2020

Whole Page

12/21/2020 5:47:00 AM
12/21/2020 5:50:00 AM
12/21/2020 5:53:00 AM
12/21/2020 5:56:00 AM
12/21/2020 6:45:00 AM
12/21/2020 6:49:00 AM
12/21/2020 6:50:00 AM
12/21/2020 6:50:00 AM

12/21/2020 6:51:00 AM

+

12/21/2020 3:04:00 PM
12/21/2020 3:04:00 PM
12/21/2020 3:11:00 PM
12/21/2020 3:11:00 PM
12/21/2020 4:01:00 PM
12/21/2020 4:10:00 PM
12/21/2020 4:10:00 PM
12/21/2020 4:02:00 PM

12/21/2020 4:03:00 PM

Report: Calculated Hours By Day: 6 hours worked or more:
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202

Date & Time: 12/27/2020 10:01 AM

Generated by: Happy User

Larsen
Blakeney
Speaker
Joy
Eternal
Bell

Doe
Jetson

Plumber

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020

12/21/2020 5:47:00 AM

12/21/2020 5:50:00 AM

12/21/2020 5:53:00 AM

12/21/2020 5:56:00 AM

12/21/2020 6:45:00 AM

12/21/2020 6:49:00 AM

12/21/2020 6:50:00 AM

12/21/2020 6:50:00 AM

12/21/2020 6:51:00 AM

12/21/2020 3:04:00 PM

12/21/2020 3:04:00 PM

12/21/2020 3:11:00 PM

12/21/2020 3:11:00 PM

12/21/2020 4:01:00 PM

12/21/2020 4:10:00 PM

12/21/2020 4:10:00 PM

12/21/2020 4:02:00 PM

12/21/2020 4:03:00 PM

»

ra
Ld

815
815
815
842
816
822
8:20
811
815

815
815
815
842
816
822
820
811
815

Production
Janitorial
Production
Manuracturing
Warehouse
Production
Janitorial

Warehouse

Production
Janitorial
Production
Manufacturing
Warehouse
Production
Janitorial

Warehouse

Compa
Bondsr

Code 2

Code 2

Compa,
Bondsr

Code 2

Code 2

EXPORT OPTIONS

> CSVEXFORT OFTIONS

» HTIL EXPORT OPTIONS

> IMAGE EXPORT OFTIONS.

» MHT EXPORT OPTIONS.

> PDF EXPORT OPTIONS

» RTF EXPORT OPTIONS

» TEXTEXPORT OPTIONS

» XLS EXPORT OPTIONS

> XLSX EXPORT OPTIONS

» DOCX EXPORT OPTIONS

EXPORT OPTIONS

1
.

> HTIL EXPORT OPTIONS

> INAGE EXPORT OPTIONS.

> MHT EXPORT OPTIONS

» PDF EXPORT OPTIONS

» RTF EXPORT OPTIONS

» TEXTEXPORT OPTIONS

> XLS EXPORT OFTIONS

» KLSX EXPORT OPTIONS

> DOCX EXFORT OFTIONS.

o & €

o @& €

When you click on this, system will expand the details pertinent to that export option, as shown below

v



|4 A 202 - D — WholePage v == 5 E] EXPORT OPTIONS N4
* CSVEXPORTOPTIONS 8
Report: Calculated Hours By Day: 6 hours worked or more Encoding Windows-1252 -
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202 Text Export Mo.. Tedt - p
Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User Quote sting: - v
Separator
8749 Nick Larsen 12/21/2020  12/21/2020 5:4T:00 AM  12/21/2020 3:04:00 PM 815 Production Compg skip Empty Col.. v
78 Percy Blakeney 121212020 12/21/20205:50:00 A 12/21/2020 3:04:00 PM 815 Janitorial > HTWL EXPORT OPTIONS
77 Frank Speaker 12/21/2020  12/21/2020 5:53:00 AM  12/21/2020 3:11:00 PM 815 Production CO0B2 | Lnse exporTOPTIONS
79 Helen Joy 121212020 12/21/20205:56:00 AM  12/21/2020 3:11:00 PM 842 Manufacturing ~ Code 2
» MHTEXPORT OFTIONS
63 Hope Eternal 12/21/2020  12/21/2020 6:45:00 A 12/21/2020 4:01:00 PM 816 Warehouse
61 Autumn sell 1212172020 12/21/20206:49:00 AV 12/21/2020 4:10:00 PM 822 Proguction ! POFEXPORTOPTIONS
62 Jane Doe 12/21/2020  12/21/2020 6:50:00 AM  12/21/2020 4:10:00 PM 8:20 Janitorial > RTF EXPORT OFTIONS
7 George Jetson 121212020 12/21/2020 6:50:00 AM  12/21/2020 4:02:00 PM 811 Warehouse 1t ExpoRr QPTIONS
69 Joe Plumber 12/21/2020  12/21/2020 6°51:00 A 12/21/2020 4:03:00 PM 815
» XLS EXFORT OFTIONS
68 Roger sample 121212020 12/21/20206:51:00AM  12/21/2020 4:11:00 PM 820 Proguction
65 Maxwell Jackson 1202172020 12/21/2020 6:52:00 AM  12/21/2020 4:08:00 PM 817 Maintenance * exEmoRTeRTONS
64 Dixie Louise 121212020 12/21/20206:56:00 AM  12/21/2020 4:01:00 PM 809 Production » DOCK EXFORT OPTIONS

Icon 3 (Magnifying Glass ) : When you click on this, it will load the search pane as shown below

>
|d 4 202 ~ D —  WholePage ~ - =] o 1 . <
v oA
b &
Report: Calculated Hours By Day: 6 hours worked or more Match case
Date Range: Current Period (12/21/2020 to 1/3/2021, 12/21/2020 to 12/27/2020, 12/26/2020 to 1/10/2021, 12/27/2020 to 1/2/202 Match whole word only p

Date & Time: 12/27/2020 10:01 AM
Generated by: Happy User

8749 Nick Larsen 12/21/2020  12/21/2020 54700 AM  12/21/2020 3:04:00 PM Production ggmf:r
78 Percy Blakeney 12/21/2020  12/21/2020 5:50:.00 AM  12/21/2020 3:04:00 PM 815 Janitorial

77 Frank Speaker 12/21/2020  12/21/2020 5:53:.00 AM  12/21/2020 3:11.00 PM 815 Production Code 2
79 Helen Joy 12/21/2020  12/21/2020 5:56:00 AM  12/21/2020 3:11:00 PM 8:42  Manufacturing Code 2
63 Hope Eternal 12/21/2020  12/21/2020 6:45:00 AM  12/21/2020 4:01:00 PM 816 Warehouse

61 Autumn Bell 12/21/2020 12/21/2020 6:49:00 AM  12/21/2020 4:10:00 PM 8:22 Production

62 Jane Doe 12/21/2020 12/21/2020 6:50:00 AM  12/21/2020 4:10:00 PM 8:20 Janitorial

71 Georae Jetson 12/21/2020  12/21/2020 6:50:.00 AM  12/21/2020 4:02:00 PM 811  Warehouse

Saving a Report

To save a report, you can click on the “Save Report” button as shown below

(5006) Sundial Timekeeping

User |my settings lusers laccount llagout

Properties

Tracking 1 v

Tracking 2

Date Range Selection
Current Pay Period Tracking 3
Filters ([] show inactive items)

Include Hours Types & v

Show AutoLunch Column  ves v




When you click on the “Save Report” button the system will display a pop-up/overlay that will allow you
to provide a “Report name” of your choice as shown below

) Sundial Timekeeping

my settings lusers laccount liogout

(5006

Share Report [ ]

Report Name

\ g Indude Employee 1a

Tracking 1

Tracking 2

Date Range Sel
Curr riod Tracking 3
Filters ([ show inactive items)

Include Hours Types
Show Autolunch Column Vs v

Furthermore it has a checkbox “Share Report” When you check this the system will create this report
and share it with others as well. (In such cases, you will have access to manage the report as in
edit/modify/delete, where as you co-workers will have access to this report and they will be allowed to
consume this report)

By default, it will be “unchecked” making the created report to be available only for your consumption.
QU.« 1AL (5006) Sundial Timekeeping

0y User Imy settings lusers laccount llogout

Reports o

‘ Save Report 3 Include Employee Id
Tracking 1
Tracking 2 T
Date Range Sel
urr riog Tracking 3 v
Filters ([ show inative items) o
Show Autolunch Calumn | Ve v

‘ Include Hours Types

Once the required selections are done, click on the “Save” button on the pop-up/overlay to save the
report as shown below

SunpaL (5006) Sundial Timekeeping

wecom ser Imy settings lusers laccount llogout

Reports e

Reports Properties Report Name  |Hours By Day Second Report|
Hours By Da ~| Minimum H 3
y inimum Hours N
Tracking 1
Tracking 2 ™7
Date Range Selection
Current ey Period Tracking 3 v

Filters ([]show inactive items) -

Show Autolunch Column Vs v



Once you save it, system will display this report under the “Saved Reports” in the reports dropdown as
shown below

If you marked your report “Shared” prior to saving, then the created report will be grouped under the
“Shared Reports” section for all other Users in your company. For you, it will always be in the Saved
Reports section, whether or not you are sharing it.

Note : When a report is saved, all the configuration associated with it will be saved as well. (i.e. - any
Properties and Filter Criteria) but any Date Range selections used will not be saved as part of the report
and must be reviewed each time you generate a report.
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Date Range Selection on Reports

Like any other place in the system, even on the reports section you can select a date range using the day
range selection option. In order to do this, you need to click on the button displayed under the “Date
Range Selection” section as shown below.
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Once this is clicked system will load the usual date range selector pop-up/overlay, using which you can
select the pay periods or provide a custom date range selection as shown below
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Edit Filters

Using the edit filters button, you will be able to edit filters related to the Tracking Levels and Employees
as shown below.

When you click on “Edit Filters” button, system will load a pop-up/overlay as shown below
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In this pop-up/overlay, there is a “checkbox” to “Show Inactive Items” This will be unchecked by default.
But if you check this in the system will display both active and inactive items. (i.e. from an employee
standpoint, you will be able to view both “Active” & “Inactive” employees

Note : Whenever an inactive/deactivated item is displayed system will display it with an * (asterisk)
mark as shown below
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Multiple Employee Selection on Edit Filters

When it comes to “Employees” selection the system will allow you to choose both individual select and

multi select options.

If you wish to do an individual select, you can simply click on any employee as shown below
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However, if you wish to go with a multi select employee option, you can simply control click (control +
Click) or shift click (Shift + Click) or Control Select (control + Drag mouse to select) or Shift Select (Shift +
Drag mouse to select). All these options will allow to select more than one employee and once selected
those records will be highlighted in blue for ease of identification as shown below
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Once the selection is done, you need to click on the “Add” button as shown below
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system will display the added employees under the filters text area as shown
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Removing added employees from the filters area

In order remove any added employee, you can choose the employee to be removed and then click on

the “Remove” button as shown below
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Once you click on the “Remove” button, system will remove the selected employees from the filter as

shown below
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Adding Tracking Level Items to the Filter
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If you include one or more Tracking Level Items in your filter, the filter will automatically include every

employee that is assigned to the ltem(s) included.

In order to add “Tracking Levels” you can choose the required tracking levels from the “Tracking Level”

dropdown as shown below.
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Once the tracking level items are chosen, you can click on the “Add” button as shown below.
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Once you click on “Add” the system will add these tracking levels to the filters and will be visible under
the filters text area as shown below.
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Removing added Tracking Levels from the filters area

In order remove any added Tracking Levels, you can choose the Tracking Level to be removed and then

click on the “Remove” button as shown below
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Once you click on the “Remove” button, system will remove the selected Tracking Level from the filter

as shown below
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5.11. Setup area

5.11.1. Going into Setup area

When you click on “Setup” on the Primary Navigation (Section A), you will be navigated to the “Setup”
section as shown below
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5.11.2. Understanding the Setup Area

Setting is a system area which involves most of the application configurations. Settings contain 11 main
areas that are used for system configuration needs as shown below
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Company Settings
Rules
Hours/Monetary
Schedules

Tracing Levels
Time-off Limits
Export Definitions
Desktop

Clock Groups

10. Clock Identities
11. Punch Cycles

5.11.3. Company Settings

Going into “Company Settings”
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In order to get in to the“Company Settings” you need to click on “Company Settings” under the “Setup”

section as shown below
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Once you click on “Company Settings” section, you will be navigated in to the “Company Settings” page
as shown below
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Understanding the “Company Settings”

Company Settings area has settings pertinent to the below mentioned areas

Company Information

Company Number : This field contains the “Company Number” of your account. This cannot be
changed.

Company Name : This field contains the “company name” assigned for your company. You can
modify this as you desire.
Preferences



[Dropdown]Seconds Resolution : Seconds are generally captured as part of the punches.
However, the captured seconds can be either “Truncated”, “Rounded - to the nearest minute
mark” or “Kept” as it is and shown on the timecards or timesheets. Using this dropdown you will
be able to select what you wish to do on the seconds when it comes to the timecards and
timesheets. Based on your selection system will either truncate it, round it or simply keep it as it
is.

Look-back Window of : Look back window means the default number of days into the current
pay period that the system is going to default the previous pay period. This will be applicable for
areas such as timecards and reports. Using this field you will be able to define the number of
days for the Look-back period.

Example:

If your pay period is weekly, your period starts every Sunday and your Look Back is set to “3”,
then Sunday, Monday and Tuesday the Date Range Selector will default to “Previous Pay Period”.
Then Wednesday through Saturday it will default to “Current Pay Period”

Max Shift Length : Using this field you can define the maximum number of hours available for an
employee to be clocked in. (i.e. - if the Max shift length is set for 12 hours, in the event if a single
shift lasts more than 12 hours, the system will trigger an exception here)

Max Off Clock Length : This is the duration between a clock out and re clock-in within a given
shift. (i.e. - if the Max Off Clock length is set for 2 hours, and the employee is off the clocks for
more than 2 hours, the system will assume the employee’s next clock in is starting a new shift)
[Checkbox]Timecard Unsign Required : If this checkbox is checked, then a signed timecard
needs to be unsigned before any edits can be done on it.

Employee Defaults

These fields contain the defaults settings related to any employee in the system. Once
these rules are set, system will apply these to any new employee that gets created in the system

Note : All these values are configurable at a company level and the values displayed
under each of these dropdowns may vary based on your company configurations

[Dropdown] Overtime Rule Set : Using this dropdown, you will be able to set up the default
“Overtime rule set”

[Dropdown] Holiday Rule Set : Using this dropdown, you will be able to set up the default
“Holiday rule set”.

[Dropdown] Shift Differential Rules : Using this dropdown, you will be able to set up the default
“Shift Differential Rules”

[Dropdown] Schedule : Using this dropdown, you will be able to set up the default “Schedule”
[Dropdown] Pay Period Rule : Using this dropdown, you will be able to set up the default “Pay
Period Rule”



[Dropdown] Accrual Plan : Using this dropdown, you will be able to set up the default “Accrual
Plan”

[Dropdown] Salary Rule : Using this dropdown, you will be able to set up the default “Salary
Rule”
[Dropdown] Web Connect Config : Using this dropdown, you will be able to set up the default
“Web Connect Config”

Security
Default Password : This default password will be automatically applied to the password fields of
newly created Users and Employees Furthermore when the default password is applied to the
new record, it also sets the flag requiring that the password be changed on next login.
When a Default Password exists, users can simply check the box “Password change required” for
Employee and User records and the system will automatically set the Default Password in
conjunction with setting the change required flag.

Employee Custom Properties
This area contains your custom employee properties
Adding a Custom Property
[button] Add : Using this button you will be able to add new custom properties.

When you click on “Add” system will display a Pop-up/overlay as shown below
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Once this pop-up/overlay is loaded, you will be able to enter the name of the “Employee
Custom Property” as shown below
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When you click “Ok” on the pop-up/overlay, system will save the added the “Employee Custom
Property” as shown below
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Once this is done, you will need to click on the “Save” button on the main page as shown below
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When you click on “Save” system will save the created record in the system

Editing a Custom Property

[button] Edit : Using this button you will be able to edit existing custom properties

In order to edit a record, you need to first select the record by clicking on it as shown below.

When clicked the selected line items will be shaded with a lighter complexion to help you
differentiate it from the rest



( SUN| (5006) Sundial Timekeeping

e Imy settings lusers [account llogout

Company Settngs ]

‘Company nfomaten __ sewsw
Company Number

Default Password
Company Name Employee Custom Pro
Preferences

Seconds Resolution
Look-back Window of
Max Shift Length

Max Off Clock Length

Once selected, you can click on the “Edit” button as shown below
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When you click on “Edit” the system will display a pop-up/overlay as shown below.
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Once you “Edit”, you can click on the “Ok” button to save it as shown below
Note : “Ok” button will be in a disabled state until such time the value shown is changed.
Only once you make a change the “Ok” button will be enabled
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Once you click on the “Ok” button system will save the changes and it will be displayed
as shown below
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Once this is done, you will need to click on the “Save” button on the main page as shown below
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When you click on “Save” system will save the Edited record in the system

Deleting a Custom Property

[button] Delete : Using this button you will be able to delete existing custom properties

In order to Delete a record, you need to first select the record by clicking on it as shown below.

When clicked the selected line items will be shaded with a lighter complexion to help you
differentiate it from the rest
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Once selected, you can click on the “Delete” button as shown below
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When you click on the “Delete” button the system will delete the selected record as
shown below
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Once the record is “Deleted” you need to click on the “Save” button on the main page as shown

below
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When you click on “Save” system will remove the the Deleted record from the system

NOTE: When you delete a Custom Property, the property is removed from every employee
record, and any data that may have been stored in the custom property field will also be deleted.



5.11.4. Rules
Going into “Rules”

In order to get in to the“Rules” you need to click on “Rules” under the “Setup” section as shown below
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Once you click on “Rules” section, you will be navigated in to the “Rules” page as shown below
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Understanding the “Rules”

Rules has settings pertinent to the below mentioned areas

Overtime Rules
Pay Period Rules
Holiday Rules
Differential Rules
Accrual Plans
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Salary Rules

Going into Overtime Rules

In order to go in the “Overtime Rules” you need to click on the “Right Pointed” arrow head as shown
below
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Once you click on this arrow the system will expand “Overtime Rules” section as shown below
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System will display any pre-configured rules under this section. In addition to this you will see 3 buttons
as listed below

e [Button] Add : Using this button, you can “Add” any new overtime rule to the system

e [Button] Edit : Using this button, you can “Edit” any existing overtime rule

e [Button] Delete : Using this button, you can “Delete” any existing overtime rule



Adding “Overtime Rules”

In-order to add “Overtime Rules” you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display “New Overtime Rule” page as shown below

Sunpiat (5006) Sundial Tim

welcome, Hapey User Imy settings lusers laccount llogou

New Overtime Rule wcoeeee

Name

Time-Of-Day Reset.

Minimum Time

OT1 Factor

T2 Factor

Billing Rate OT2 Facto|
Overtime Operations

Understanding the “New Overtime Rule” Page

The “New Overtime Rule” page contains the below information that needs to be filled in order for a New
Overtime Rule creation in the system

Name : Using this field, you will be able to set the name of the defined overtime rule

Time-Of-Day Reset : Using this field you can define a specific time of day that the rule resets
[Checkbox] force reset during shift: If you mark this checkbox, the system will reset the overtime rule
even if the employee is on the clock at the time. If the box is not checked, the rule won’t reset until the
employee clocks out

Minimum Time : Using this field you can define the minimum number of hours the employees will be
paid when they clock in.



(i.e. this requirement is state / business type based. Some states require a minimum number of hours to
be paid in the event of a clock in irrespective of the number of hours the employee actually works. As an
example, if this is set for four (4) hours, and an employee clocks in for only two (2) hours, the system will
calculate the duration as four (4) hours)

OT1 Factor : Using this field, you will be able to define the rate for OT 1. This will usually be the
employee’s PayRate multiplied by 1.5 (this will be set by default with the option to change if required)
OT2 Factor : Using this field, you will be able to define the rate for OT 2. This will usually be the
employee’s PayRate multiplied by 2 (this will be set by default with the option to change if required)
Billing Rate Factor : This is a Fallback entry and is only used if the Employee record does not have a Bill
Rate specified. The value here will be multiplied by the Employee’s “Pay Rate” to produce the Bill Rate.
Billing Rate OT1 Factor : This is a Fallback entry and is only used if the Employee record does not have an
Overtime Bill Rate specified. The value here will be multiplied by the Employee’s “Bill Rate” to produce
the Overtime Bill Rate.

Billing Rate OT2 Factor : This is a Fallback entry and is only used if the Employee record does not have a
Double-Time Bill Rate specified. The value here will be multiplied by the Employee’s “Bill Rate” to
produce the Double-Time Bill Rate.

Overtime Operations
Period Overtime - This section sets up the periodic overtime rules. Leave fields blank if they are not
needed for your configuration.
[Dropdown] Period : Using this dropdown, you can choose the Cycle Length for the overtime
operations. You have the “Weekly”,"BiWeekly”,“Custom” options to choose from.

When you choose “Weekly”, the system will display a dropdown allowing you to select the day
of the week that the overtime period starts.

When you choose “BiWeekly”, the system will display a calendar option to specify the reference
date as shown below. The Reference Date is any date past, present or future that would be the
first day of an overtime calculation cycle
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When you choose “Custom”, the system will display a calendar option to choose the reference
date and also another text box to enter the number of days as shown below. The Reference
Date is any date past, present or future that would be the first day of an overtime calculation
cycle. The number days specifies the length of your overtime cycle
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OT1 After : Using this field you can define the maximum number of hours that an employee can
work before OT1 begins. Any hours worked in excess of this value, during a single overtime
cycle, will be elevated to OT1. (i.e. if you have defined the “Overtime Operation” as “Weekly”
from the dropdown and you define this field as 40, only after exceeding 40 hours a week the
system will calculate the OT1 for the employees.)

OT2 After : Using this field you can define the maximum number of hours that an employee can
work before OT2 begins. (i.e. if you have defined the “Overtime Operation” as “Weekly” from
the dropdown and you define this field as 50, only after exceeding 50 hours in a week the
system will calculate the OT2 for the employees.)

Daily Overtime - This section sets up any needed Daily Overtime rules. Leave fields blank if they are not

needed in your configuration.

OT1 After : Using this field, you can set up the OT1 rules at a day level. (i.e. if you define
this as 8, only after exceeding 8 hours a day, the system will calculate OT1)

OT2 After : Using this field, you can set up the OT2 rules at a day level (i.e. if you define this as
10, only after exceeding 10 hours a day, the system will calculate OT2)

Consecutive Day - This section lets to define an overtime rule that only occurs if the employee has

worked several days consecutively. (i.e. Some states and/or labor agreements require this)

OT1 After : Using this field you can define when the OT1 gets applied (in the event of
consecutive days of work) (i.e. if you define the length as 7 and key in O for this field, it means,
the moment the employee starts working on the 7th consecutive day, the system will apply OT1
OT2 After : Using this field you can define when the OT2 gets applied (i.e. if the length is 7 and
OT2 is defined as 8 hours, it means after 8 hours of work on the 7th consecutive day, the system
will start to apply OT2)

[Dropdown] Reset on : Using this dropdown, you can define when to reset the calculations on
the “consecutive day” Overtime calculations. If you choose “None” from the dropdown, the
system will do the calculation for the rolling number of days defined on the “Length” field. (i.e. if
you define the value 7 on the length field and select “None” on the “Length” it means, the
system will look for any 7 days an employee works consecutively and then apply the set overtime
rules.)

Conversely, if you set the Reset on to Monday and the Length to 7, then the rule will only apply
to work performed on Sunday, and only if the employee also worked every day, Monday through
Saturday

Length : Using this field, you can define the number of days where the overtime needs to be
applied if the employee works consecutively. (.i.e. If you define this field as 7, when the
employee works for 7 consecutive days, system will start to apply the overtime as configured on
the 7th day)



Special Days - Using special days, you can define any rule to apply on overtime that is special for any day
or the week. (.i.e. If your organization wishes to offer overtime for any employee who works on Sunday)

Days of the week (Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday)
OT1 After : Using this field, you can define the number of hours that is required for an

employee to work in order for the OT1 rule to get applied. (i.e. - If your organization wishes
to offer overtime for any employee who works on a Sunday (irrespective of the number of
hours, then you can set this up to 0.00) it means, if an employee clocks on a Sunday, then

will automatically get paid on OT1 rate from the beginning of their shift

OT2 After : Using this field, you can define the number of hours that is required for an
employee to work in order for the OT2 rule to get applied. (if you set this up for 4 hours, once
the employee crosses the first 4 hours on OT1, system will automatically start to apply the OT2
rate for them)

Editing “Overtime Rules”

In order to “Edit” an overtime rule, you need to first select the “Overtime” rule by clicking on it as shown
below




Once you click on an overtime rule, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the overtime rule in an editable mode as shown
below.

You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done



Deleting “Overtime Rules”

In order to “Delete” an overtime rule, you need to first select the “Overtime” rule by clicking on it as
shown below

NOTE: You cannot delete a rule that is in use. The orange box preceding a rule indicates that is specified
as the “default” rule. A green box preceding a rule indicates that it is currently assigned in one or more
places.
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Once you click on an overtime rule, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown

below
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Going into Pay Period Rules

In order to go in the “Pay Period Rules” you need to click on the “Right Pointed” arrow head as shown
below

3unpiaL (5006) Sundial Timekeeping

come. sef lmy settings lusers [account llogout




Once you click on this arrow the system will expand “Pay Period Rules” section as shown below
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System will display any pre-configured rules under this section. In addition to this you will see 3 buttons
as listed below

e [Button] Add : Using this button, you can “Add” any new Pay Period rule to the system
e [Button] Edit : Using this button, you can “Edit” any existing Pay Period rule
e [Button] Delete : Using this button, you can “Delete” any existing Pay Period rule

Adding “Pay Period Rules”

In-order to add “Pay Period Rules” you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display “Pay Period Rule” page as shown below
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Understanding the “Pay Period Rule” Page

The “Pay Period Rule” page contains the below information that needs to be filled in order for a New Pay
Period Rule creation in the system

Name : Using this field, you will be able to set the name of the defined Pay Period rule
Export Definition : Using this field you will be able to specify the Export Rule that this Pay Period will
use. To create your Export Rules see Setup >> Export Definitions

Use the bullet indicator to specify the desired Pay Period Length. Supported lengths are Weekly,
BiWeekly, Semi-Monthly and Monthly. Each will have their own parameters as described below
Weekly
Start of day period : Use this field to specify the weekday that your Pay Period begins.
BiWeekly
Reference Date : Use this field to specify a Date, Past, Present or Future, that your
Biweekly Period Began
Semimonthly
First day in month : Use this field to specify the starting day of the first Pay Period in the
month.
Second day in month : Use this field to specify the starting day of the second Pay Period
in the month.
From [Dropdown] : Using this field you can define when the second day of the month
should be. You have two options to choose from which are “Start Of Month” & “End Of
Month”.



e |[f you specify “Start Of Month”, the second day will simply be the number
provided to the “Second day in month” field. Value must be greater than “First
day in Month” and Less than 29.
e |[f you specify “End Of Month”, the second day will calculate the backward from
the last day in the month. Possible values are 1 through 8.
Monthly
First day in month : Use this field to specify the day of the month that your Pay Period
begins.
Properties
Midnight Offset : If, for your company, a new day begins at a time other than midnight, you can
specify a duration here to indicate when your new day begins. Use a Negative value if your new
day starts before midnight and use a Positive value if it begins after midnight. (i.e. If any shift
that begins after 10PM is considered to be part of the following calendar day, then specify -2:00)
Start Time : Use this to specify the Time of Day that your new Pay Period begins
New Day Split [Checkbox] : If this box is checked, the system will create a “New Shift” punch
record for any Employees that are on the clock at the calendar day change.
New Pay Period Split [Checkbox] : If this box is checked, the system will create a “New Shift”
punch record for any Employees that are on the clock at the pay period changes
Note : If the Day and Pay Period both begin at the same time, such as midnight, then there is no
need to mark both New Day and New Pay Period Split. The New Day Split will effectively create a
New Pay Period Split as well.
Apply Tracking Level [dropdown] : Use this to indicate which punch of a Workspan will control
the Tracking Assignment for the duration. “Forward” means that the first punch in the pair
determines the Tracking Level of the duration. “Backward” means that the second punch in the
pair determines the Tracking Level of the duration.
Example: A “Forward” setting means that Employees will choose their tracking level at the time
they clock in. Conversely a “Backward” setting means that the Employees will specify their
tracking level at the time they clock out.
NOTE: The Tracking Level Direction also controls the Pay Rate direction when the two punches
have different rates.

Editing “Pay Period Rules”

In order to “Edit” an Pay Period rule, you need to first select the “Pay Period” rule by clicking on it as
shown below
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Once you click on a Pay Period rule, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once the “Edit” button is clicked the system will load the Pay Period rule in an editable mode as shown

below.

You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done
Deleting “Pay Period Rules”

In order to “Delete” an Pay Period rule, you need to first select the “Pay Period” rule by clicking on it as
shown below
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Once you click on an Pay Period rule, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” icon as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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Once you click “Ok” the system will then delete the selected rule as shown below
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Going into Holiday Rules

In order to go in the “Holiday Rules” you need to click on the “Right Pointed” arrow head as shown

below
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Once you click on this arrow the system will expand “Holiday Rules” section as shown below
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System will display any pre-configured rules under this section. In addition to this you will see 3 buttons
as listed below

e [Button] Add : Using this button, you can “Add” any new Holiday rule to the system
e [Button] Edit : Using this button, you can “Edit” any existing Holiday rule
e [Button] Delete : Using this button, you can “Delete” any existing Holiday rule

Adding “Holiday Rules”

NOTE: Each Holliday Rule may contain many Holidays. Since employees can only be assigned to one rule,
be sure that you Edit existing rules if you are simply adding a new holiday date.



In-order to add “Holiday Rules” you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display “Holiday Rules” page as shown below
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Day Before Eligible

Understanding the “Holiday Rules” Page

Name : Using this field, you can define the name for the “Holiday Rule”

Generated Hours : Using this field, you can pick which type of hours the Holiday rule will generate. This
will be whatever Hours Type you use for Holiday Pay.

Day Before Eligible : Use this field to specify the length of employment the employee must have in order
to be eligible for Holiday Pay.

Once you provide the Name, Generated Hours and Days before eligible values, you should click on the
“Add” button as shown below to add the individual Holiday dates that are part of the rule.
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Once you click on “Add” system will display a pop-up/overlay as shown below
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Understanding the “Holiday Rule - pop-up/overlay

Holiday name : Using this field, you can add the name for the individual holiday (i.e National Day) that

gets defined under the main holiday rule created

Overservation Trigger
Recurring : Using this field, you can define the rules if it's a recurring holiday. If recurring you
need to select the radio button and then define the values as shown below for the text boxes
underneath
[Dropdown] Every : Using this dropdown you can choose the day (i.e. 1st, 2nd etc)
[Dropdown] Day in Month : Using this dropdown you can choose the specific day in a month
[Dropdown] Month : Using this dropdown you can choose the month

Example : Every [1] Day in Month [Day in Month] Month [January]. When you define it like this,

it means there is a recurring holiday on every first day in January as shown below
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One time : Using this field, you can define the rules if it's a one time holiday. If one-time you
need to select the radio button and then define the date on the calendar option
Date of Occurrence : Using this calendar option, you can pick the day the holiday falls in the year
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Holiday Compensation

[Checkbox] Paid if worked : If you check this checkbox the employee would get paid holiday
pay even if he worked on that day (i.e. if a clocking is done). Unchecking the box means that
holiday pay will not occur if the employee works on the holiday.
[Dropdown] Premium : Using this dropdown, you can define a premium that needs to be paid in
addition to any holiday pay when the employee works on the Holiday.

e Choices are “None”, “Overtime 1”, “Overtime 2,” and “Additional”
If you choose “None”, there will not be any premium that is paid in addition to the holiday pay. If
you choose “Overtime 1 or 2” the system will pay a premium as per the configured overtime pay
rates. If you choose “Additional” the system will display an Hours Type dropdown selector and a
text box to add a percentage as shown below. If the employee should receive the additional

hours equal to their worked hours, enter 100%.
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Duration Override : Using this you can define any duration that needs to override if the
employee clocks on a set holiday when allocating him a PTO. (if you set this as 5, when
employee clocks on a holiday the system will create a 5 hour PTO)
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Observation Offsets : Using this you can define any observation offsets.(i.e. if a holiday falls on a Sunday,
how the holiday needs to be observed on the following Monday.) as shown below
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Day : For any day of the week that a particular Holiday may land, you can specify that it should be
observed on one of the previous 3 days, one the subsequent 3 days, or specify “None” if no offset is
needed as shown below
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Once the selections are made, you need to click on the “Ok” button as shown below
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Once the “Ok” button is clicked system will list down the created holiday as shown below
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After this, you need to click on the “Save” button as shown below for the created “Holiday” to be saved
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Editing “Holidays”

In order to “Edit” a Holiday, you need to first select the “Holiday” by clicking on it as shown below
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Once you click on a Holiday the selected line item will be shaded with a lighter complexion to help you
differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Pay Period rule in an editable mode as shown
below.
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You will now be able to make any changes to existing Holiday values.

Once you make the changes, you need to click on the “Ok” button in order for the system to save the
changes
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Once you do this, you need to click on the “Save” button as shown below
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Deleting “Holidays”

In order to “Delete” a Holiday, you need to first select the “Holiday” by clicking on it as shown below
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Once you click on a Holiday, the selected line item will be shaded with a lighter complexion to help you

differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will delete the holiday. Once its deleted you need to click on the
“Save” button as shown below
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Editing “Holiday Rules”

In order to “Edit” an Holiday Rules, you need to first select the “Holiday” rule by clicking on it as shown

below
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Once you click on a Holiday Rule, the selected line item will be shaded with a lighter complexion to help

you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Pay Period rule in an editable mode as shown
below.
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You will now be able to make any changes to existing rule values.

Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown

below
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Once you make any changes the system will enable the “Save” button as shown below.



(5006) Sundial Timekeeping

wekcom e Imy settings lusers laccount llogout

Name Test Edited

Generated Hours v

Day Before Eligible

Holidays

Once you click on the “Save” button the system will save any changes done as shown below

(\su L (5006) Sundial Timekeeping

welc ettings lusers laccount llogout

Deleting “Holiday Rules”

In order to “Delete” an Holiday Rule, you need to first select the “Holiday” rule by clicking on it as shown
below
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Once you click on an Holiday Rule, the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” icon as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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Do you wish to delete 1 holiday rule?
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In order to delete, you need to click “Ok” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected rule as shown below
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Going into Differential Rules

In order to go in the “Differential Rules” you need to click on the “Right Pointed” arrow head as shown
below
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Once you click on this arrow the system will expand “Differential Rules” section as shown below
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System will display any pre-configured rules under this section. In addition to this you will see 3 buttons
as listed below

e [Button] Add : Using this button, you can “Add” any new Differential rule to the system

e [Button] Edit : Using this button, you can “Edit” any existing Differential rule

e [Button] Delete : Using this button, you can “Delete” any existing Differential rule



Adding “Differential Rules”

In-order to add “Differential Rules” you need to click on the “Add” button as shown below
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Understanding the “Differential Rules” Page
Name : Using this field, you can define the name for the “Differential Rule”

Once you provide a name, you can click on the “Add” button as shown below
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Understanding the “Differential Rule - pop-up/overlay

Name : Using this field, you can add the name for the individual differential rule that gets defined under
main differential rule created
[Checkbox] Active On : Using this checkbox, you can check on the days the differential rule is active on
[Checkbox] Use OT Factor : Using this checkbox, you can check if the OT factor has to be used or keep it
unchecked if not in use
Export Codes
Regular : Specify an export code, if needed, for Regular Differential time
Overtimel : Specify an export code, if needed, for Overtime 1 Differential time
Overtime2 : Specify an export code, if needed, for Overtime 2 Differential time
Trigger Window
All three elements have to succeed in order for the rule to activate. Blank values automatically
pass as meeting the condition.
Start : Employees’ workspan must include time on or after Start time for the condition to pass.
End : Employees’ workspan must include time on or before End time for the condition to pass.
Minimum Time : Employees’ workspan must include at least this much time between Start and
End for the condition to pass.
Pay Window
Start : Specify the the Time that Differential pay will begin. When left blank, the system uses the
start of the shift.
End : Specify the the Time that Differential pay will end. When left blank, the system uses the
end of the shift.
Compensation
[Dropdown] Pay Type : Using this dropdown you can define the pay type for the differential rule.
You have the following options to choose from ( Rate, Percentage and Flat ).
Rate uses the Pay Value as the rate, multiplied by the Pay Window Duration.
Percentage uses the Pay Value as a percentage of the Employee’s Rate, multiplied by the Pay
Window Duration.
Flat uses the Pay Value as a direct monetary amount and DOES NOT multiply it by the Pay
Window Duration.
[Dropdown] Pay Value : Using this field, you can define the pay value based on the pay
type that is chosen

Trigger Filters

Implementing a Trigger Filter causes the system to ensure that the employee’s time is assignhed to one of
the Tracking Items included in the Filter rule. An empty Trigger Filter indicates that the filter is unused.
Failing a Trigger Filter prevents the Differential just like failing the Trigger Window conditions would.
[Dropdown] Filter 1 : Select the Tracking Level of your desired filter item.

[Dropdown] Filter 2 : Select the specific Tracking Item to add to the filter list



[Button] Add : Using this button, you can add the selected trigger filters
[Button] Remove : After highlighting an Item in the “Filters” list, use this button to remove it

Once the selections are made, you need to click on the “Ok” button as shown below
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After this, you need to click on the “Save” button as shown below for the created “Differential” to be
saved
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New Shift Differential Rules

Editing “Differentials”

In order to “Edit” a Differential, you need to first select the “Differential” by clicking on it as shown

below
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Once you click on a Differential the selected line item will be shaded with a lighter complexion to help

you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Differential in an editable mode as shown

below.
(5006) Sundial Timekeeping

wekome, Hapgy User Imy scttings lusers laccount llogout

New Shift Differential Rules ...... (s

Name

Adtive On

Use OT Factor
Export Codes Filters

Regular

Overtime1 boo

Overtime2

Trigger Window
start

End

1200 AM|
Minimum Time 09|
[[z20]

Pay Window

Compensation

Pay Type

Pay Value Remove

You will now be able to make any changes to existing Differential values.

Once you make the changes, you need to click on the “Ok” button in order for the system to save the
changes
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Once you do this, you need to click on the “Save” button as shown below
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Deleting “Differentials”

In order to “Delete” a Differential, you need to first select the “Differential” by clicking on it as shown

below
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Once you click on a Differential, the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
(50

Sundial Timekeeping

| my settings lusers laccount llogout

(5006) Sundial Timekeeping

welcome, Hapey User Imy settings lusers laccount llagout

Once you click on “Delete” the system will delete the Differential. Once it's deleted you need to click on
the “Save” button as shown below



(5006) Sundial Timekeeping

welcome, Hapey User Imy settings lusers laccount llogout

|m Cancel

Editing “Differential Rules”

In order to “Edit” an Differential Rules, you need to first select the “Differential” rule by clicking on it as
shown below
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Once you click on a Differential Rule, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once the “Edit” button is clicked the system will load the Differential rule in an editable mode as shown
below.
(5006) Sundial Timekeeping

welcome, Hapoy User Imy settings lusers laccount liogout

You will now be able to make any changes to existing rule values.

Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Test Differential

Once you click on the “Save” button the system will save any changes done as shown below
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Deleting “Differential Rules”

In order to “Delete” a Differential Rule, you need to first select the “Differential” rule by clicking on it as
shown below
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Once you click on a Differential Rule the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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Do you wish to delete 1 shift differential rule?

In order to delete, you need to click “Ok” on this pop-up/overlay as shown below

Sunpiar (5006) Sundial Timekeeping

~\ y settings lusers laccount llogout

Do you wish to delete 1 shift differential rule?



Once you click “Ok” the system will then delete the selected rule as shown below
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Going into Accrual Plans

In order to go in the “Accrual Plans” you need to click on the “Right Pointed” arrow head as shown
below
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Once you click on this arrow the system will expand “Accrual Plan” section as shown below
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System will display any pre-configured rules under this section. In addition to this you will see 3 buttons
as listed below

e [Button] Add : Using this button, you can “Add” any new Accrual Plan to the system

e [Button] Edit : Using this button, you can “Edit” any existing Accrual Plan

e [Button] Delete : Using this button, you can “Delete” any existing Accrual Plan

Adding “Accrual Plans ”

In-order to add “Accrual Plan” you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display “Accrual Plan” page as shown below
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New Accrual Plan ...
Dashboard I:l

Name
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Month
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Day
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Understanding the “Accrual Plan” Page

Name : Using this field, you can define the name of the “Accrual Group” for the “Accrual Plan” that you
set up
Start of Year
[Dropdown]Month : Using this field, you can choose the start month for the accrual group you
set up
[Dropdown]Day : Using this field, you can choose the start day of the month for the accrual
group you set up

Once you provide a name, you're ready to add some Accruals by clicking on the “Add” button as shown
below
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Once you click on “Add” system will display a pop-up/overlay as shown below
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Understanding the “Accrual” - pop-up/overlay

Save Cancel

[Dropdown] Hours Type : Select the type of the hours for this accrual (i.e. Vacation, Personal,
etc. These will vary based on your organizational configurations)
[Dropdown] Anniversary Value : Choose the “Anniversary” from “Hire Date” or “Start of Year”.
Hire Date means that the rule conditions calculate from the employee’s Date of Hire. Start of
Year means that the rule conditions calculate based on the Start of Year specified in the plan.

Once the selections are made, you need to click on the “Add Rule” button as shown below
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Once the “Add Rule” button is clicked system will display the other options in order for you to define the
values as shown below
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Understanding the additional inputs

“Eligible After” section
These two fields work together to indicate when this rule is effective. It is based on the
Employee’s Hire Date, even if your Accrual cycle is Start of Year
[Text field] : Enter the numeric value of Days, Months or Years after Hire Date that this rule
takes effect.



[Dropdown] Eligible after : Select from “Day”, “Month” or “Year” to define when this rule takes
effect.

“Amount” section
These two fields work together to determine the amount and frequency that hours are earned.
[Text field] : Enter a numeric value of Hours earned each {accrual period}
[Dropdown] : Select the frequency that the Hours are earned.
NOTE: For frequencies that are greater than one day (pay period, month, year), the earning is
applied on the first day of the period. For a weekly frequency, select the day of the week you
wish the earning to be applied.

Max Per Year : Specify the Maximum number of hours that can be earned in the Accrual Year. Leave
Blank for no limit.

Max Rollover : Specify the Maximum number of hours that can be carried forward to the next Accrual
Year. Leave Blank for no limit.

Repeat:

Add as many rules as needed for your Accrual. Often the first rule will apply 0 days after hire date, then
the next rule is 1 year, then 2 years, then 5 years, etc. Each rule can have it’s own earning amount,
earning frequency

Example:
The view below shows accruing Personal time, beginning after 180 days of employment, accruing 2
hours per Month, with a Maximum Accrual of 24 total hours and a Maximum Rollover amount of 1 hour.
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After this, you need to click on the “Ok” button as shown below
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Once you click on the “Ok” button, the accrual rule will be added as shown below
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Once this is added, you need to click on the “Save” button for the system to save the changes done
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Editing “Accrual”

In order to “Edit” a Accrual Rule, you need to first select the “Accrual rule” by clicking on it as shown
below
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Once you click on an Accrual Rule the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Accrual Rule in an editable mode as shown

below.
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Save Cancel

You will now be able to make any changes to existing Accrual Rule values.

Once you make the changes, you need to click on the “Ok” button in order for the system to save the

changes
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Save Cancel



Once you do this, you need to click on the “Save” button as shown below
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Deleting “Accrual”

Deleting an Accrual will delete all the accrual rules contained within. In order to “Delete” an Accrual, you
need to first select the “Accrual” by clicking on it as shown below
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Once you click on a Accrual, the selected line item will be shaded with a lighter complexion to help you
differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will delete the Accrual. Once it's deleted you need to click on the
“Save” button as shown below
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Editing “Accrual Group”

In order to “Edit” an Accrual Group, you need to first select the “Accrual Group” by clicking on it as
shown below

(5006) Sundial Timekeeping

count |logout

Dashboard
[l Timecards
[l Weekly Entry
B 1 Year Employee ‘Accruals: 3|
Time-Off Requests B 25 Days Accruals: 1
Timecard Sign-Offs
Employees
Scheduling Pre-2011 Vac/Sick

@ Priority Rule
B Residential Hourly

W Reports

Setup

Once you click on a Accrual Group, the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Accrual Group in an editable mode as shown
below.
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You will now be able to make any changes to existing rule values.

Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Deleting “Accrual Groups”

In order to “Delete” a Accrual Group, you need to first select the “Accrual Group” by clicking on it as
shown below
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Once you click on a Accrual Group the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown

below
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In order to delete, you need to click “Ok” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected rule as shown below
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Going into Salary Rules

In order to go in the “Salary Rules” you need to click on the “Right Pointed” arrow head as shown below
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Once you click on this arrow the system will expand “Salary Rules” section as shown below

(5006) Sundial Timekeeping

welcome, Happy Use s |users |account |logout

Dashboard > Overtime Rules

-
SUNDIAL

Syitems

[l Timecards > Holiday Rules

> Pay Period Rules
> Differential Rules

[l Weekly Entry S5 o
ccrual Plans

Time-Off Requests

Biweekly Staff
Timecard Sign-Offs
8 Hourly Employees

s:3 (0

Employees.

System will display any pre-configured rules under this section.

In addition to this you will see 3 buttons as listed below
e [Button] Add : Using this button, you can “Add” any new Salary Rule to the system
e [Button] Edit : Using this button, you can “Edit” any existing Salary Rule
e [Button] Delete : Using this button, you can “Delete” any existing Salary Rule

Once you click on the “Add” button, system will display “Salary Rule” page as shown below
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Understanding the “Salary Rule” Page

Name : Using this field, you can define the name of the “Salary Rule” you set up

[Checkboxes] Affecting hours : Using these checkboxes, you can define the PTO (Paid Time Off) types
that affect salary amounts.
e For any checkbox item that is not checked, employees will get paid for these Hours types in
addition to their salary
e For any checkbox item that is checked, employees would get paid for these Hours types, but
their salary will be reduced accordingly
By default, all items will be checked and you can choose to untick based on your organizational
configurations



(5006) Sundial Timekeeping

welcome, Happy User | my settings |users |account |logout

New Salary Rule

Dashboard Name
Affecting Hours

. Timecards Vacation
Sick
Weekly Entry
u : ! Personal

Time-Off Requests Holiday

Bereavement
Timecard Sign-Offs Jury Duty

Custom7
Employees

Custom38
Scheduling Custom9

Worked - Sunday
[ R Level 11
Vacation x

Biweekly Staff

Setup

oeeeeeERRROO0OO

Regular

Save Cancel

Once the necessary selections are made, you can click on the “Save” button as shown below in order for
the system to save the changes
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Once the Salary Rule is saved, system will display the saved Salary Rule as shown below
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Editing “Salary Rule”

In order to “Edit” an Salary Rule, you need to first select the “Salary Rule” by clicking on it as shown
below
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Once you click on a Salary Rule, the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Salary Rule in an editable mode as shown

below.
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You will now be able to make any changes to existing rule values.

Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done as shown below
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Deleting “Salary Rules”

In order to “Delete” a Salary Rule, you need to first select the “Salary Rule” by clicking on it as shown

below
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Once you click on a Salary Rule the selected line item will be shaded with a lighter complexion to help

you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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In order to delete, you need to click “Ok” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected rule as shown below
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5.11.5. Hours/Monetary

Going into “Hours/Monetary”

In order to get in to the“Hours/Monetary” you need to click on “Hours/Monetary” under the “Setup”
section as shown below
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Once you click on “Hours/Monetary” section, you will be navigated in to the “Hours/Monetary” page as
shown below
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Understanding the “Hours/Monetary”
Hours/Monetary area has settings pertinent to the below mentioned areas

Hours Types : This section contains the Hours types that are generally used. (i.e. Vacation, Sick, Personal,
Holiday etc.)

[Button] Add : Using this button, you can add a new Hours Type to the system

[Button] Edit : Using this you can edit an existing Hours Type that is present in the system

Monetary Types : This section contains the Monetary Types that are generally used (Tips, Advance,
Commission, Bonus etc.)

[Button] Add : Using this button, you can add a new Monetary Type to the system

[Button] Edit : Using this you can edit an existing Monetary Type that is present in the system

Adding “Hours Types”

NOTE: Because Hours Types cannot be deleted once created, we recommend editing the initial list and
only adding additional types if you determine that you need them.

In order to add a new hours type, you need to click on the “Add” button as shown below
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When you click on “Add” system will display a Pop-up/overlay as shown below
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Understanding the “Add Hours Pop-up/overlay”

Name : Using this field, you can provide the name for the “Hours Type” that needs to be added
[Checkbox] Enabled : Using this checkbox, you can either enable/disable the configured “Hours Type” If
you check this checkbox, it will enable the “Hours Type” and vice versa
Default Duration : Using this field, you can set up the default duration for the “Hours Type” that you
define
[Dropdown]OT Participation : Using this dropdown, you can define the OT participation relevant to the
defined “Hours Type”
e Partial : Specifying Partial tells the system to allow these hours to accrue toward meeting the
Overtime threshold, but these hours will never be elevated to Overtime.
e Full : Specifying Full tells the system to allow these hours to accrue toward meeting the Overtime
threshold AND these hours can be elevated to Overtime

Pay Premium : Using this dropdown, you can define if these “Hour Types” are associated with any
premium payments. They can be explicitly set to Overtime 1 (1.5 pay rate), Overtime 2 (double time pay
rate) or Additional.

Example:

If you need to explicitly create some hours as Overtime, even if the threshold hasn’t been met, you can
specify it here and use the Hours type when needed. This can be especially helpful in dealing with
Retro-Pay.

[Checkbox] Warn if Worked : Using this checkbox, you can either enable/disable the warning if an
employee clocks in when such “Hours Type” is already in active or in progress. (i.e. If someone has
applied “Vacation” PTO and clocks during that period, system would display a warning)

Notes : Using this field, you can add any notes relevant to the “Hours Type” that is added

Once the relevant information is added, you can click on the “Save” button as shown below
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Once you click on “Save” system will save the added record as shown below
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Editing “Hours Types”

In order to edit a record, you need to first select the record by clicking on it as shown below.
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When clicked the selected line items will be shaded with a lighter complexion to help you differentiate it
from the rest
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When you click on the “Edit” button, system will display a pop-up/overlay as shown below
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Note : “Save” button will be in a disabled state until such time the value shown is changed. Only
once you make a change the “Save” button will be enabled



Once you “Edit”, you can click on the “Save” button to save it as shown below
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Once you click on the “Save” button, system will save the changes and it will be displayed as
shown below
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Adding “Monetary Types”

NOTE: Because Monetary Types cannot be deleted once created, we recommend editing the initial list
and only adding additional types if you determine that you need them

In order to add a new hours type, you need to click on the “Add” button as shown below
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When you click on “Add” system will display a Pop-up/overlay as shown below
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Understanding the “Add Monetary Type Pop-up/overlay”

Name : Using this field, you can provide the name for the “Monetary Type” that needs to be added
[Checkbox] Enabled : Using this checkbox, you can either enable/disable the configured “Monetary
Type” If you check this checkbox, it will enable the “Monetary Type” and vice versa

Default Value : Used for setting a default value for the Monetary Type

[Dropdown] Alternative Source : Using this dropdown, you can instruct the system to obtain it’s Default
Value from an Employee Custom Property. When an Alternative Source is specified, AND a value exists in
the Alternative Source field of the employee, it will override the Default Value specified above.

Example:



Suppose you usually need a default value of $10, but the default for some employees should be $15. Set
up a Custom Employee Property (Company Settings) and specify it here. Set the Default Value to $10,
then specify the $15 value for each of the employees that need it by putting 15 in the correct “User
Defined Property” of their employee record.

[Checkbox] Is Deduction : Using this checkbox, you can choose whether or not this “Monetary Type” is a
deduction or not. If this checkbox is checked, it will consider this to be a deduction and vice versa

Notes : Using this field, you can add any notes relevant to the “Monetary Type” that is added

Once the relevant information is added, you can click on the “Save” button as shown below
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Once you click on “Save” system will save the added record as shown below
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Editing “Monetary Types”

In order to edit a record, you need to first select the record by clicking on it as shown below.
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When clicked the selected line items will be shaded with a lighter complexion to help you differentiate it
from the rest
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Once this is selected, you need to click on the “Edit” button as shown below
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When you click on the “Edit” button, system will display a pop-up/overlay as shown below
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Note : “Save” button will be in a disabled state until such time the value shown is changed. Only
once you make a change the “Save” button will be enabled

Once you “Edit”, you can click on the “Save” button to save it as shown below
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Once you click on the “Save” button, system will save the changes and it will be displayed as
shown below
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5.11.6.  Schedules
Going into “Schedules”

In order to get in to the“Schedules ” you need to click on “Schedules” under the “Setup” section as
shown below
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Once you click on “Schedules” section, you will be navigated in to the “Schedules” page as shown below
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Understanding the “Schedules”

[Button] Add : Using this button, you can add a new Schedule to the system

[Button] Edit : Using this you can edit an existing Schedule that is present in the system
Adding “Schedules”

In order to add a new schedule, you need to click on the “Add” button as shown below
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When you click on “Add” system will display “New Schedule” screen as shown below
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Understanding the “New Schedule” screen

General
Schedule Name : Using this field, you can add the name for the schedule you define
Schedule Type : Using this field, you can define the schedule type (i.e. if that is weekly,
Bi weekly or custom)
Start of Week : Using this field, you can define the start day of the week for the schedule
you define (i.e. you can choose any of the week from the dropdown)
Start of Day : Using this field, you can define the start time of a day (i.e. the first punch
after this time of a day will be considered the first punch of a day. If this is defined as 8.00AM
the first punch after 8.00AM will be considered as the employee’s first punch)

Rounding

This area allows
a) Shift rounding uses Trim, Grace and Fallback rules to adjust timestamps to align with the
employee's schedule
b) General rounding does a simple "nearest" type of rounding in 5, 6, 10, 12, 15, 20 or 30
minute increments

Shift Rounding - Trim, Grace and Fallback.
e Trim ALWAYS means that the employee is On The Clock, but their time is not being counted.
® Grace ALWAYS means that the employee is Not On The Clock, but their time IS being counted.



e Fallback is the rule that is applied if Trim and Grace rues fail to apply

Shift

Shift Start
Trim : Using this field, you can define how the trimming of early clock in needs
to be handled in the system in a shift start. (i.e if you define this as 0:25, when
an employee clocks up to 25 minutes early to a shift that begins at 9.00 AM,
system would still consider it to be a clock in done at 9.00 AM)
Grace : Using this field, you can define how the grace timing needs to be
handled in the system for a delayed clock-in, in a shift start (i.e. if you define this
as 0:05 if an employee clocks in up to 5 minutes late for their 09.00 AM shift,
system would still consider it to be a clock in done at 09.00 AM)
Fallback : “Shift Start”.”Fallback” applies if the employee punches Earlier than
the Trim value or Later than the Grace value. This is a positive or negative value
that tells the system to Adjust the time in the specified increments. If the value
entered is 0:15, then the system would treat the punch as having occurred on
the next 1/4 hour mark.
Example: Value set to 0:15. Any punch from 7:31 to 7:44 would be treated as
7:45. Any punch from 7:46 to 7:59 would be treated as 8:00

Shift End
Trim : Using this field, you can define how the trimming of late clock out needs
to be handled in the system in a shift end. (i.e if you define this as 0:15, when an
employee clocks out 15 minutes late for a shift that finished at 2.00 PM, system
would still consider it to be a clock out done at 2.00PM)
Grace : Using this field, you can define how the grace timing needs to be
handled in the system for a early clock out, in a shift end(i.e. if you define this as
0:05 and your employee clocks out up to 5 minutes early for a shift that ends at
2.00 PM, system would still consider the clock out to have occurred at 2.00 PM)
Fallback : “Shift End”.”Fallback” applies if the employee punches Later than the
Trim value or Earlier than the Grace value. This is a positive or negative value
that tells the system to Adjust the time in the specified increments. If the value
entered is -0:15, then the system would treat the punch as having occurred on
the previous 1/4 hour mark.
Example: Value set to -0:15. Any punch from 4:31 to 4:44 would be treated as
4:30. Any punch from 4:46 to 4:59 would be treated as 4:45



General

[Dropdown] To the nearest : Using this dropdown, you can define how the general rounding
needs to happen in the system (i.e. if you select 15 from the dropdown, system will be rounding
the times to the nearest 15 minutes)

[Checkboxes]Apply to : Using these checkboxes, you can check that Punch Types that the
General Rounding rule will apply to

Auto Lunch

Deduct After : “Deduct After” Once an employee has worked the specified number of hours in a
single shift, the deduction rule takes effect. Using this field, you have define the “Deduct After”

time

Deduct Amount : Using this field, you can enter the amount of time to automatically deduct for
a meal break.

Lunch
Within : Using this, you can define the Off Clock duration that should be converted to a
lunch break. This is interlinked to the “Break” period.
If the Break period is defined(i.e. “within” field) 0.15 & the Lunch period (i.e. within
field) is defined as 1.00, then system will consider any “Off Clock” period greater than 15
minutes up to an hour as a lunch break
Min : Using this field, you can define the minimum off period for lunch. If you
define this as 0:30, the minimum time off for a lunch will be considered it to be 30
even if it is lesser. (i.e. if the break is defined as 0.15, anything more than 15
minutes will be considered as a lunch break. However, if the Min is set to 0:30, in
case if someone is off for 16 minutes, system will consider it to be a lunch break
and also mark them as off for 30 minutes)
Grace : Using this, you can set up the grace period for a long lunch. This is the number of
minutes that the employee can be clocked out in excess of “Lunch Min” and the system
will calculate as though they returned exactly “Lunch Min” duration. (i.e. If you set Lunch
Min to 0:30 and the Lunch Grace to 0:05, then when an employee takes a 35 minute
lunch, system would consider it to be only 0.30 minutes due to the grace being set up)
Paid Portion : Using this field, you can define the paid portion of the lunch break. It does
not affect how the lunch duration is calculated, it simply allows the first “Paid Portion”
amount of that lunch period to be included in the Total Hours for the workspan. Leaving
this blank means that No Portion of lunch is paid

Break
Within : Using this, you can define the Off Clock duration that should be converted to a
rest break. (i.e. if you set this as 15 minutes, any “off clock” period of 15 minutes or less
will be considered as a rest break. As mentioned above, this period has a direct link to



the lunch break. Any period beyond this period will be considered as a lunch break,
assuming that the Lunch “Within” field has a value

Paid Portion : Using this field, you can specify how much of a rest break is paid. For
example, you could set the paid portion to 15 minutes, but allow employees to take
longer breaks. When that occurs, only the first 15 minutes of the break is paid. Leaving
this field blank means that the entire break period is paid.

Schedule Days

This area
a) allows the system to generate Attendance reports
b) allows the system to create notifications for early and missed punches
c) provides a basis for shift rounding to work
d) provides an AutoLunch Override capability for individual days

Specifying Start and End Times allows the software to identify early and late arrivals and also allows the
Trim and Grace rules to work. The information is used by Attendance reports and Notifications

Once you do the necessary selections and setting up you need to click on the “Save” button as shown
below
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Test Schedule

Once you click on “Save” system will save the added schedule as shown below



Gunoiat (5006) Sundial Timekeeping

ttings lusers laccount llogout

Editing “Schedules”

In order to edit a record, you need to first select the record by clicking on it as shown below.
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Schedules

When clicked the selected line items will be shaded with a lighter complexion to help you differentiate it
from the rest
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Once this is selected, you need to click on the “Edit” button as shown below
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When you click on the “Edit” button the schedule will be opened in an editable form as shown below
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Cancel

Note : “Save” button will be in a disabled state until such time the value shown is changed. Only
once you make a change the “Save” button will be enabled

Once you “Edit”, you can click on the “Save” button to save it as shown below
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Once you click on the “Save” button, system will save the changes and it will be displayed as
shown below
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Deleting “Schedules”

In order to “Delete” a you need, you need to first select the “Schedule” by clicking on it as shown below
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Once you click on a Salary Rule the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Once selected, you can click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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In order to delete, you need to click “Ok” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected rule as shown below
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5.11.7.  Tracking Levels

Going into “Tracking Levels”

In order to get into the“Tracking Levels ” you need to click on “Tracking Levels” under the “Setup”

section as shown below
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Once you click on “Tracking Levels” section, you will be navigated to the “Tracking Levels” page as
shown below
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Understanding the “Tracking Levels”

In the “Tracking Levels” page, you will see 8 Tracking Levels. Each of the Tracking Levels can be renamed
to suit your own purposes. The order of the levels cannot be modified.

When it comes to “Tracking Levels” you are not allowed to “Add” new tracking levels instead you will be
allowed to edit existing “Tracking Levels”

Editing “Tracking Levels”
In order to edit a record, you need to first select the record by clicking on it as shown below.
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When clicked the selected line items will be shaded with a lighter complexion to help you differentiate it
from the rest
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Once this is selected, you need to click on the “Edit” button as shown below
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When you click on the “Edit” button the Tracking Level will be opened in an editable form as shown

below
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Tracking Level items
Tracking Code Export Code 1 Export Code 2 Duration  Alternate Pay Deactivated
Rate
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Add Ron 2
= Cancel

Note : “Save” button will be in a disabled state until such time the value shown is changed. Only
once you make a change the “Save” button will be enabled

Understanding the “Tracking Levels”

Name : This field displays the name of the selected “Tracking Level”
[Button] Add Row : Using this button, you can add a new Row to the Tracking Level



In order to add a new “Tracking Level Item”, you need to click on the “Add Row” button as shown below
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Once you click on “Add Row” system will add an empty “Tracking Level Item”
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Understanding a Tracking Level Item

Name : Using this field, you can enter the name of the Tracking Level Item

Tracking Code : Using this field, you can add a tracking code to the Tracking Level Item
Export Code 1 : Using this field, you can add the export code 1 to the Tracking Level Item
Export Code 2 : Using this field, you can add the export code 2 to the Tracking Level Item



Duration : Using this field, you can enter the Override Duration of the Tracking Level Item in order to
modify the punch times for this specific tracking level item

Alternate Pay Rate : Using this field you can define if there is any alternate pay rate that is associated
with this Tracking Level Item. When you click on edit, system will display a pop-up/overlay as shown
below
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The loaded pop-up/overlay contains 3 different dropdowns

Alternate Pay Rate : Using this dropdown, you can choose any alternate pay rate that is associated for
this Tracking level item

Alternate Overtime 1 rate : Using this dropdown, you can choose any alternate overtime 1 rate that is
associated for this Tracking level item

Alternate Overtime 2 rate : Using this dropdown, you can choose any alternate overtime 2 rate that is
associated for this Tracking level item

Each of these dropdowns contain the below values to choose from

None : By default it will be selected to “None”. This means there isn’t an alternate pay rate is used
New Rate : Using this dropdown option, you can define a new rate. When a new rate is selected the
system will display an additional text box as shown below in order for you to define the new rate as

shown below.
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Track
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Defined Rate : Using this dropdown option, you will be able to choose a defined rate. When the defined
rate is selected the system will load an additional dropdown in order for you to specify the Employee
Custom Property that will provide the new rate. If the Employee Custom Property selected does not
have a value in it for a specific employee, then the resulting rate will be unchanged from the Employee
Default
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When a Tracking level item is using a defined rate, system will highlight the “Alternate pay rate” field in

“Green” as shown below
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Rate Factor : Using this dropdown, you can define a “Rate Factor” for the Tracking Level item. It can be
defined as a percentage and the percentage value can be keyed in to the text box that gets loaded next

to the dropdown as shown below
) Sundial Timekeeping

ettings lusers laccount llogout

(5006

Alternate Pay Rate

Allow Sub-items Alternate Overtime1 Rate
Tracking Level ltems

T EE

R Tracking Code Export Code 1 Export Code 2 Duration Alternate Pay Deactivated

Gose Rate

Defined Factor : Using this dropdown option, you will be able to choose a defined factor. When the
defined factor is selected the system will load an additional dropdown in order for you to choose the
defined factor from any outside source available as shown below
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When a Tracking level item is using a defined factor, system will highlight the “Alternate pay rate” field in

“Green” as shown below
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Rate Differential : Using this dropdown item, you will be able to add a “Rate Differential” to the
“Alternate Pay rate” Rate Differential is an additional amount that is added to the regular pay. When you
select Rate Differential, system will load an additional text box next to the dropdown using which you
can add the additional amount to the pay as shown below
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Defined Differential : Using this dropdown option, you will be able to choose a defined differential.
When the defined differential is selected the system will load an additional dropdown in order for you to

choose the defined differential from any outside source available as shown below
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When a Tracking level item is using a defined factor, system will highlight the “Alternate pay rate” field in

“Green” as shown below
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Once you “Edit” and make the necessary changes, you can then click on the “Save” button to save it as

shown below
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Once you click on the “Save” button, system will save the changes

Deactivating a Tracking Level Item

In order to deactivate a Tracking Level item, you need to check on the checkbox listed under the

“Deactivate” title for the relevant Tracking Level Item as shown below
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By default this will be unchecked, however if you check this, system will consider this Tracking Level Item
as deactivated. A deactivated Tracking Level Item will continue to be visible here, but in other areas of
the software, they are removed from the selection options. Deactivating an item allows the system to
continue including it when viewing existing data on screen and in reports.

Deleting a Tracking Level item

In order to delete a Tracking Level item, you need to click on the “Delete” icon of the relevant Tracking
Level Item as shown below. Delete tracking levels only if you are confident that you will never need to
see them in any report or view
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5.11.8. Time-off Limits

Going into “Time-off Limits”

In order to get in to the“Time-off Limits ” you need to click on “Time-off Limits” under the “Setup”
section as shown below
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Once you click on “Time-off Limits” section, you will be navigated in to the “Time-off Limits” page as
shown below
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Understanding the “Time-off Limits”

Using this section, you can select the maximum employees that are allowed to take time off for each of
these Tracking Level Items. Normally the Level used would be something like a Department (or Division,
Location, etc.) Then applying values to the Items within that level would dictate the most people within
that department that can be absent on the same day. In order to know if a person is “in” a given
department, they must be Assigned to it in their Employee Record.

Tracking Level : Using this dropdown, you can choose the required tracking level

Once the Tracking Level is chosen, system will display each of the items that are available under the
selected tracking level as show below
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Once the Tracking Level items are listed, you can define the maximum employees that are allowed to
request for time offs for the listed items as shown below
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Affected PTO types : Using these checkboxes, you will be able to specify which of your Hours types are
affected by these time-off limits. These will vary based on your organizational configurations.

Until you make any changes to the existing records the save button will be in a disabled state as shown
below
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Once the relevant changes are made, “Save” button will be enabled as shown below
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Once you click on the “Save” button, system will save the changes made



5.11.9. Export Definitions

Going into “Export Definitions”

In order to get in to the“Export Definitions” you need to click on “Export Definitions” under the “Setup”
section as shown below
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Once you click on “Export Definitions” section, you will be navigated in to the “Export Definitions” page
as shown below
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Understanding the “Export Definitions”

System will display any pre-configured Export Definitions in this section. Companies will usually need
only one export type defined. Occasionally additional ones are warranted.

Export Definitions are used for configuring your software to transfer data to other software products,
usually a third party payroll software.

In addition to this you will see 3 buttons as listed below

e [Button] Add : Using this button, you can “Add” a new
Export Definition to the system

e [Button] Edit : Using this button, you can “Edit” any existing Export Definition in the system
[Button] Delete : Using this button, you can “Delete” any existing Export Definition in the system

In order to “Add” a new “Export Definition” you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display “Export Definition” page as shown below
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Understanding the “Export Definition” Page

Name : Using this field, you can define the name for the export definition

Default File Name : Using this field, you can define the Default File Name for the exported file

Export Type : Using this field, you can choose the export type. Generally this will be your Payroll
Software, or the product your Payroll Provider uses. (i.e. CSV, QuickBooks, Sage, PayChex, PayPlus, Pro
Software, etc.)

Export Properties: Once you click on the Export Properties system will load a pop-up/overlay as shown
below
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In the Export Properties you get define some parameters which are explained below

Date Grouping : Using this dropdown, you can select the date grouping (i.e. if its Summary or
Daily)

Field Delimiter : Using this dropdown, you can define the field delimiter (i.e. if its a comma, tab
or pipe)

Use Header : Using this dropdown, you can define if a header has to be used or not



Duration Format : Using this dropdown, you can define the duration format (i.e. Time or
Decimal)
Duration Decimal Places : Using this dropdown, you can define the Duration decimal
places (i.e. 2 or 4 decimal places)
Include Seconds : Using this dropdown, you can define where or not to include seconds
Transaction Rates : Using this dropdown, you can define Transaction Rates (i.e. None,
Regular, Regular and Overtime 1 or All Rates)
Books
Once you do the required selections, you need to click on the “Ok” button as shown below
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Work Codes : Using these fields you will be able to define the codes that are relevant for Regular,
Overtimel, Overtime2, Salary and Differential

Hour Codes : Using these fields you can define the Hour Codes for each of the relevant items listed
under the Hours Codes. Codes can be defined for the “Regular”, “Overtimel” and “Overtime2”.
Overtime1l and Overtime2 will only be needed if the Overtime Participation is set to Full, or the Hours
Type itself is set to be a Premium.

Monetary Codes : Using these fields you can define the Monetary Codes for each of the relevant items
listed under the Monetary Codes.

Export Fields : These fields will be unique to each Export Type. Once an Export Type is selected, the
available export fields for that type will be shown. Specify values or sources for each field that you need
in your particular configuration. Some export fields may be required. When selecting a source, you can
choose a value from the first dropdown and then select the related values to export using the next
dropdown loaded as shown below (i.e. Once you choose “Employee” from the first dropdown, you can
choose the related values from the next dropdown such as “First Name, Last” etc.)

In addition to choosing fields within the system, you are also allowed to choose information from various
other systems that are integrated (i.e. Payroll etc.)
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If you wish to Export from some static information, you can choose “Text” from the dropdown and
define what needs to be exported in the field next to it as shown below
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Once the required information is selected, you need to click on the “Save” button for the system to save
the record as shown below
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Once this is saved, system will display the saved record as shown below
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Note : When an Export Definition is assigned to a pay period, system will indicate it with a green dot as
shown below
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Editing “Export Definition”
In order to edit a record, you need to first select the record by clicking on it as shown below.
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When clicked the selected line items will be shaded with a lighter complexion to help you differentiate it
from the rest
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When you click on the “Edit” button the schedule will be opened in an editable form as shown below
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Note : “Save” button will be in a disabled state until such time the value shown is changed. Only
once you make a change the “Save” button will be enabled

Once you “Edit”, you can click on the “Save” button to save it as shown below
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Once you click on the “Save” button, system will save the changes and it will be displayed as
shown below
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Deleting “Export Definition”

In order to “Delete” a you need, you need to first select the “Export Definition” by clicking on it as
shown below
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Once you click on a Export Definition the selected line item will be shaded with a lighter complexion to

help you differentiate them from the rest as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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In order to delete, you need to click “Yes” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected rule as shown below
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5.11.10. Desktop
Going into “Desktop”

In order to get in to the“Desktop” you need to click on “Desktop” under the “Setup” section as shown
below
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Once you click on “Desktop” section, you will be navigated in to the “Desktop” page as shown below
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Understanding the “Desktop”

Under the desktop area you have the following configurations
e DeskPunch Configurations
e WebConnect Configurations
e Team Configurations
e Geofences

DeskPunch

Understanding the DeskPunch Configurations
“DeskPunch” is a Kiosk type of software for Punching and Status.

In order to get into the“DeskPunch” you need to expand the “DeskPunch” section by clicking on it as
shown below.

Every DeskPunch Configuration will have a unique URL field displayed right below the configuration
name. This is the URL needed to open the DeskPunch software with this particular configuration. This
URL can be copied and used anywhere needed, including making it the Target of an Internet Shortcut,
included in an email or other electronic message.
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Once you click on this section, system will expand the section as shown below
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Adding DeskPunch Configurations

In order to “Add” a DeskPunch Configuration you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display the below screen as shown below
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Understanding the New DeskPunch Configuration Screen

Name : Using this field you can enter the name of the DeskPunch configuration

[Dropdown]Time Zone : Using this dropdown, you can select the Time Zone that is relevant for the new
DeskPunch configuration

[Dropdown]Full Name Format : Using this dropdown, you can define the Full Name Format to be used
for the DeskPunch configuration

[Checkbox] Password Required : Using this checkbox, you can configure if a password is required for this
DeskPunch. If a password is required, this needs to be set up in the in the employee record section
[Checkbox] Hide Employee Time : Using this checkbox, you can choose if the employee time is hidden
from his/her co-worker. If this is checked, the total hours worked by each employee will not be included
on the employee list display (i.e. coworkers)

Punch Types Allowed : using these checkboxes you can check in the punch types that are allowed for the
configured DeskPunch configuration.

[Checkbox] Auto Punch : If this checkbox is checked, system will allow Auto punch
[Checkbox] Switch : If this checkbox is checked, system will allow Switch punch
[Checkbox] In/Out : If this checkbox is checked, system will allow In/Out punch
[Checkbox] Lunch : If this checkbox is checked, system will allow Lunch punch
[Checkbox] Break : If this checkbox is checked, system will allow Break punch



Tracking Levels : Using these dropdowns you can assign the tracking levels that are required for this
DeskPunch configuration. Furthermore, for each of these Tracking Levels, there is a checkbox next to its
dropdown. This will be unchecked by default. When you check these checkbox, it will allow the added
tracking levels to be editable at a punch level

There are 8 different tracking levels available. The names of each level will vary, depending on the
names provided in Setup >> Tracking Levels.

Filters : Using the filters, you can add the employees who can use the configured DeskPunch. This can be
chosen either at a tracking level, or choosing as individual employees or a combination of both.

Furthermore there is a checkbox in this section to show the inactive users in the filters. This will be
unchecked by default and when this is checked the system will display the inactive users in the filters
section.

Once the required information is added, you can click on the “Save” button as shown below
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Once you click on “Save” system the system will save the DeskPunch configuration as shown below
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Editing a DeskPunch Configuration

In order to “Edit” DeskPunch configurations, you need to first select the DeskPunch configuration by
clicking on it as shown below
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Once you click on a DeskPunch configuration the selected line item will be shaded with a lighter
complexion to help you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below

SunpiaL (5006) Sundial Timekeeping

e my settings lusers laccount llogout

Autumn Bell ’

B s,/ desikpunchsunciatm Stoken=se15302ec:504a2a5d0419:0552480¢

Sy ]

Once the “Edit” button is clicked the system will load the DeskPunch configurations in an editable mode
as shown below. You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.

Filters ([]show inacive items)

Once you click on the “Save” button the system will save any changes done
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Deleting a DeskPunch Configuration

In order to “Delete” DeskPunch configuration, you need to first select the “DeskPunch” rule by clicking
on it as shown below
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Once you click on a DeskPunch configuration the selected line item will be shaded with a lighter
complexion to help you differentiate them from the rest as shown below
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Now you need to click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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Once you click “Ok” the system will then delete the selected configuration as shown below
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WebConnect

Understanding the WebConnect Configurations
“WebConnect” is an Employee Self-Service Product

In order to get into the“WebConnect Configurations” you need to expand the “WebConnect
Configurations” section by clicking on it as shown below
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Once you click on this section, system will expand the section as shown below
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Adding a WebConnect Configuration

In order to “Add” a WebConnect Configuration you need to click on the “Add” button as shown below
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Understanding the WebConnect Configuration Screen “General Tab”

The WebConnect Configuration Screen “General Tab” is shown below
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Name : Using this field you can enter the name of the WebConnect configuration
[Dropdown]Time Zone : Using this dropdown, you can select the Time Zone that is relevant for
the new DeskPunch configuration

[Checkbox] Is Default : Using this checkbox, you can define if this is a company default or not.
By default this will be unchecked and when you check this, it will make this WebConnect
configuration a company default

[Dropdown]Timecard Sign-Off : Using this dropdown, you can choose the Time card signing
privileges to be allowed for the employees as part of the WebConnect configuration (Note : If
you allow employees to sign their current time period, they will not be allowed to submit any
additional punch records. Therefore, it is recommended to use previous period unless there is a
compelling reason to change that setting)

[Checkbox] Allow Timecard Unsigning : Using this checkbox, you can define if the employees are
allowed to unsign if they sign it by mistake. This will be unchecked by default and when you
check this, it will allow employees to unsign any signed records

Sign-Off Declaration : Using this field, you can add a custom declaration that you wish to add as
part of an employee’s sign off declaration. This can be configured as part of the organizational
requirements.

Entry Configuration

[Dropdown] Entry Mode : Using this dropdown, you can define the entry mode for the

punches (i.e. Web Punch, Time Entry, Shift Entry)

Allowable Punch Types : using these checkboxes you can check in the punch types that are allowed for
the configured DeskPunch configuration.

[Checkbox] Allow Auto Punch : When this box is marked, the system will present the Auto
punch type.



[Checkbox] Allow Switch : When this box is marked, the system will present the Switch punch
type.

[Checkbox] Allow In/Out : When this box is marked, the system will present both Clock In and
Clock Out punch types.

[Checkbox] Allow Lunch : When this box is marked, the system will present both Lunch Leave
and Lunch Return punch types.

[Checkbox] Allow Break : When this box is marked, the system will present both Break Leave
and Break Return punch types

[Checkbox] Logout After Punch : If this checkbox is checked, the system will automatically log

the user out of WebConnect after a punch is submitted.

Tracking Levels : Using these dropdowns you can assign the tracking levels that are required for this
DeskPunch configuration.

Furthermore, for each of these Tracking Levels, there are two checkboxes next to its dropdown.
This will be unchecked by default.

Editable : If you check this, the tracking levels will be allowed to be edited at a punch level
Required : If you check this, then it will be mandatory to have a selection other than “None” for each
punch.

There are 8 different tracking levels available. The names of each level will vary, depending on the
names provided in Setup >> Tracking Levels.

Whitelist : Using whitelisting you can select the whitelisted items from each of the tracking levels.
Whitelisting the Tracking Level Items allows you to limit the choices that Employees can make while
clocking. Since each configuration has its own Whitelist, individual groups of employees can have only
the Tracking Level Items available that are useful to them.

Understanding the WebConnect Configuration Screen “PTO Tab”

The WebConnect Configuration Screen “PTO Tab” is shown below
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Time-Off Requests

[Checkbox] Limit PTO Request Amount To Available : Using this checkbox, you can limit the PTO
request amount to the available limit. If this box is unchecked, then employees will be able to
request hours beyond their available balance

[Dropdown] Early PTO Request Allowed : Using this dropdown, you can choose the
configurations on allowing early PTO Requests. (i.e. you can choose from Today, Current Pay
Period and Previous Pay Period)

Usable Areas : Using these checkboxes, you can define which hours types are visible in the WebConnect
software. Punches area refers to the hours types that can be chosen when filling in a Shift Entry
timesheet. In order for the “Accrual Balances” selection to show values, the hours type must be allowed
in the Punches area AND the hours type must be included in the employees’ Accrual hours types. Time
Off Request area refers to which Hours Types the employee is able to specify when making a Time Off
Request.

Understanding the WebConnect Configuration Screen “Security Tab”

The WebConnect Configuration Screen “Security Tab” is shown below
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Permissions

[Bulk Update link]Set All (Approved or Denied) : Using this link you can set all the option selections to
either “Allowed” or “Denied”

General
[Dropdown] Can View PTO Hours : Using this dropdown, you can either grant access or
Deny access for employees to view their Available Accrual balances.
[Dropdown] Can Change Password : Using this dropdown, you can either Grant or Deny
access for employees to change password
[Dropdown] Time-Off Request Duration : Using this dropdown, you can set the access
on the Time-off request duration field. Denying this permission requires that the
employee only request Time Off in the Default Duration amount of hours

Navigation
[Dropdown] PTO Request Area : Using this dropdown, you can either grant

access or Deny access for employees to PTO Request Area
[Dropdown] Punch Area : Using this dropdown, you can either grant

access or Deny access for employees to Punch Area
[Dropdown] Timecard Sign Off Area : Using this dropdown, you can either grant
access or Deny access for employees to Timecard Sign Off Area
[Dropdown] Timesheet Area : Using this dropdown, you can either grant

access or Deny access for employees to Timesheet Area



Teams

Understanding the Team Configurations
This is tool for managers and supervisors to apply a group punch for several users simultaneously

In order to get into the“Team Configurations” you need to expand the “Team Configuration” section by
clicking on it as shown below
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Once you click on this section, system will expand the section as shown below
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Adding a Team Configurations

In order to “Add” a Team Configuration you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display the below screen as shown below

(5006) Sundial Timekeeping

W 308y User my settings lusers laccount llogout

Team Members ([Jshow inactive items

H
ooooo “

| 15 Eaitable (]

|15 Editable (]

| 15 Editable (]
| 1s editante (]
~| 15 Editable (]
|15 Editable [

|15 Editable (]

| 15 Editable (]

Understanding the Team Configuration Screen

General
Name : Using this field you can provide a team name for the Team Configuration

Punch Types Allowed : using these checkboxes you can specify which punch types are available to the
Team application.

[Checkbox] Auto Punch : When this box is marked, the system will present the Auto punch type in the
Teams application.

[Checkbox] Switch : When this box is marked, the system will present the Switch punch type in the
Teams application.

[Checkbox] In/Out : When this box is marked, the system will present the Clock In and Clock Out punch
types in the Teams application.

[Checkbox] Lunch : When this box is marked, the system will present the Lunch Leave and Lunch Return
punch types in the Teams application.

[Checkbox] Break : When this box is marked, the system will present the Break Leave and Break Return
punch types in the Teams application.



Tracking Levels : Using these dropdowns you can assign the tracking levels that are required for this
DeskPunch configuration. Furthermore, for each of these Tracking Levels, there is a checkbox next to its
dropdown. This will be unchecked by default. When you check these checkboxes, it will allow the added
tracking levels to be editable at a punch level

You can enable any of the 8 available tracking levels. Their names will vary depending on your specific
configuration. Tracking Levels are managed in Setup >> Tracking Levels.

Team Members

Team Members are the employees that are available to the Supervisor when using the Team application.
[Checkbox] Show inactive items :. This will be unchecked by default and when this is checked
the system will display the inactive users in the filters section.

Edit Team Members : Using this button, you will be able to edit team members
Once this button is clicked, system will display a pop-up/overlay as shown below
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Edit Team Supervisors

Understanding the Employee Filter
An empty Employee Filter is treated as unfiltered, meaning that all employees are included in
the result.

Tracking Levels : Using this dropdown, you can add tracking levels for the employee filter. Once
a Level is selected, choose an Item from the level. Every employee assigned to the selected
Item(s) will be included in the configuration.

Employees : Using this, you can choose the individual employee(s) to add. These employees are
in addition to any employees included through Tracking Item assignments above. You can simply
click on each employee and add by clicking on the “Add” button.



Furthermore the system allows you to select multiple employees using 3 different types of
selects which involves a combination of keys as shown below. Currently the system supports the
following multi select options.

e Shift + Click (Selects Last Click to Current Click)
e Control + Click (Adds or Removes Clicked Selection)
e Control+Shift + Click (Adds Group from Previous Click to Current Click)

[Checkbox] Show inactive items : This will be unchecked by default. When you check this
checkbox, system will display inactive employees

[Button]Remove : Using the remove button, you can remove any added employees or Tracking
Level Items

Once you add the required information, you need to click on the “Ok” button as shown below
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Team Supervisors

Edit Team Supervisors : Using this button, you can “Edit” team supervisors.
When you click on this, system will load a pop-up/overlay as shown below
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Once you click on “Ok” system the system will save the record

Understanding the Team Supervisor Filter
Supervisors must be explicitly listed in order to have access to the Team. This behavior is different from
Employee filters where an empty filter is considered unfiltered.

Available Supervisors : This section will display all the available supervisors

[Button] Add : Using this, you can add the selected supervisors

Furthermore the system allows you to select multiple employees using 3 different types of
selects which involves a combination of keys as shown below. Currently the system supports the
following multi select options.

e Shift + Click (Selects Last Click to Current Click)

e Control + Click (Adds or Removes Clicked Selection)

e Control+Shift + Click (Adds Group from Previous Click to Current Click)
Assigned Supervisors : This section will display the added supervisors

[Button]Remove : Using the remove button, you can remove any added supervisors

Once you add the required information, you need to click on the “Ok” button as shown below
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Once you click on “Ok” system the system will save the record

Once you fill all the required information you need to click on the “Save” button as shown below
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Once you click on “Save” system the system will save the Team configuration as shown below
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Editing a Team Configuration

In order to “Edit” Team configurations, you need to first select the Team configuration by clicking on it as

shown below
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Once you click on a Team configuration the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Once the “Edit” button is clicked the system will load the Team configurations in an editable mode as
shown below. You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done



Deleting a Team Configuration

In order to “Delete” Team configuration, you need to first select the “Team Configuration” by clicking on
it as shown below

(5006) Sundial Timekeeping

w my settings lusers laccount llogout

Once you click on a Team configuration the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Now you need to click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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In order to delete, you need to click “Ok” on this pop-up/overlay as shown below
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Geofences

Understanding the Geofences
This is a way to create Geofences that are used by the Sundial Mobile Punch, our mobile clocking App.
Sundial Mobile Punch App has a dependency on the WebConnect Configuration and the Employee's
WebConnect Password. Once Geofences are created, they need to be assigned to the WebConnect
Configurations in order to be used by the Mobile Punch App

In order to get into the“Geofences” you need to expand the “Geofences” section by clicking on it as
shown below
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Once you click on this section, system will expand the section as shown below
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Adding a Geofence

In order to “Add” a Geofence you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display the below screen as shown below

Note : In order for this module to be functional the system needs to access your PC location. When this
screen is loaded, browser will load a pop-up asking permission to allow the system to access your
location as shown below

Wil you allow timekeepersundiaitime.com to access
your location?
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In order for the system to enable the geofencing features, you need to click on “Allow Location Access”

on the browser.

@ Wil you allow timekeepersundialtime.com to access
your location?

Leam more

[JRemenber this decision

Den't Allow
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Once you click on “Allow Location Access” system will load the below screen with the maps loaded in
indicating the current location you are with a circle
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Understanding the Geofencing screen

Name : Using this field, you can set up a name for the Geofence

Center Geofence : Use this button to align the center of the Geofence to your location. If you did not
allow the browser to provide location information, then it will make it’s best guess based on your IP
Address.

Reset Map : Using this button, you can “Reset” the loaded map on the screen

Radius : This field will be the “Radius” of the Geofence as per your selection made. Furthermore you can
key in a radius and the system will automatically set the Geofence accordingly

Search : Using this field, you will be able to search locations on the map

-4 Zoom In / Zoom Out : Using the + and - boxes in the lower right area of the map, you can zoom in
and out, allowing you to be more precise about your Geofence Area. Ctrl + Mouse Scroll will also
zoom in and out on the map.

Decreasing the geo fencing area : In order to decrease the Geofencing area, you need to drag the circle
in. (towards the centre). Once this is done, you will see the circle has got smaller as shown below
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Increasing the geo fencing area : In order to increase the Geofencing area, You can pull the circle

outwards to expand the area that gets covered under the Geofencing as shown below
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Once the Geofencing area is selected, you can click on “Save” button as shown below
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Once you click on “Save” system will save the Geofence as shown below
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Editing a Geofence

In order to “Edit” a Geofence, you need to first select the Geofence by clicking on it as shown below

Once you click on a Geofence the selected line item will be shaded with a lighter complexion to help you
differentiate them from the rest as shown below
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Now you need to click on the “Edit”

button as shown below
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Once the “Edit” button is clicked the system will load the Geofence in an editable mode as shown below.
You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you click on the “Save” button the system will save any changes done



Deleting a Geofence

In order to “Delete” Geofence, you need to first select the “Geofence” by clicking on it as shown below
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Once you click on a Geofence the selected line item will be shaded with a lighter complexion to help you
differentiate them from the rest as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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5.11.11. Clock Groups
Going into “Clock Groups”

In order to get in to the“Clock Groups” you need to click on “Clock Groups” under the “Setup” section as
shown below
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Once you click on “Clock Groups” section, you will be navigated in to the “Clock Groups” page as shown
below
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Understanding the “Clock Groups”

Clock Groups are used for isolating one or more physical time clocks from one another. Each Clock Group
can contain an unlimited number of physical time clock configurations. Every Clock Identity Pin is going
to be associated with a specific clock group. Identical Clock Identity Pins can be assigned to different
Clock Groups. The Employee associated with those Identical Pins do not have to be the same employee.
Because the relationship from Employee to Clock Group to Clock Identity Pin can be complex, please
discuss your needs with a Support Technician before creating multiple clock groups.

Adding a Clock Group

In order to “Add” a Clock group, you need to click on the “Add” button as shown below

Junpiat (5006) Sundial Timekeeping
= ut

Clock Groups

o
[ o id nts




Once you click on the “Add” button, system will display the below screen as shown below
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Group Name

Last Touched (Local Time)

Understanding the Clock Group Screen

Group Name : Using this field you can provide a New Clock Group name for the New Clock Group
Configuration

[Checkbox] Auto-Shift Logout : Auto-Shift Logout, when enabled, will automatically log employees out
whenever they clock in. The Automatic logout will be “Auto-Shift Length” duration after their clock in
time.

Auto-Shift Length : Use this field to define the duration of shifts when using “Auto-Shift Logout” above.

NOTE: This cannot be a length of 0. By default the length is 1 second (0:00:01). Your user formatting
rules will display this as 0:00 if the Company Settings >> Preferences >> Seconds Resolution is set to
Round or Truncate (default).

Add : Once the above detailed are filled, using this button you will be add the “New Clock Group”
Edit : Using this button, you will be able to Edit an existing Clock Group
Delete : Using this button, you will be able to Delete existing Clock Group



Clock tools : Clicking on this button will take you to the Clock tools

Understanding Clock tools

In order to get in to the Clock tools, you need to click on the “Clock Tools” button as shown
below
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Once you click on the “Clock Tools” button, system will display a pop-up/overlay as shown below
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Understanding the Clock Tools Pop-up/Overlay

Clocks : This section will display any clocks available. Values in parenthesis indicate the number

of commands that are still pending for the clock.

Employees : Using this section,you can choose specific employees to send to the clock.

Clock Commands
Reboot : Using this button, you will be able to reboot your clock
Set Attendance Log Timestamp : Using this button, you will be able to set Attendance
Log Timestamp. This helps the software skip information that it has already processed
Enable Daylight Saving Mode : Using this button, you will be able Enable Daylight Saving
Mode. This sends the next two Daylight Saving Event timestamps and enables the
clocks’ ability to automatically change it’s time at the Daylight Saving Time transition.
Disable Daylight Saving Mode : Using this button, you will be able Disable Daylight
Saving Mode

Set Clock Option
Name : Specify the Option Parameter Name you wish to adjust
Value : Specify the Value you wish to assign to the above named Option Parameter
Set Clock Option : Using this button, you will be able to set the clock option provided in
the Name and Value fields

NOTE: Set Clock Option area can also be used to submit complex commands to the clock. To do
so, the Name field must start with “CMD”. The Value field can then have a full text of the
instruction command.

Employee Commands

Upload Selected Employees : Using this button, you will be able to Upload
Selected Employees

Upload All Employees : Using this button, you will be able to Upload All
Employees

Query Selected Employees : Using this button, you will be able to Query
Selected Employees

Query All Employees : Using this button, you will be able to Query All
Employees



Once you do carry out the required changes, you need to click on the “Close” button as shown below
inorder for you to exit from the Clock Tools Pop-up/Overlay as shown below
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Once the overlay is closed, you will be navigated back to the New Clock Group Page as shown below.

Once the Name is & the other information required are entered, you can click on the “Add” button as
shown below
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Once you click on the “Add” button, system will display a pop-up/overlay as shown below
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Clock Information
Name : Using this field you can provide a name for the Clock
Serial Number : Using this field, you can provide the serial number of the clock. Only the middle
portion is printed on the clock itself. The full serial number is printed on a card and included in
the clock package. If you can’t location this card, please contact Sundial Support for a Full Serial
Number.
Time Zone : Define the correct Time Zone of the clock
Clock Code : Using this field, you can define the Clock Code. Generally this will start with 1 and
increment one for each clock within the company (including other clock groups)

Tracking Levels
[Checkbox]Auto-Create Tracking Level Item : Enabling this option causes the system to create
any tracking level item entered by an employee that is not found.
[Dropdown] Tracking Level 1~8: Using this dropdown, you can specify a default Tracking Level
Item for punches collected by the clock, including “None” and “Employee Default”. “Locked”
employee assignments are not overridden by this selection.

Source Field : Using this field, you can specify that a value selected by the employee, during the clocking
process, will override the Clock Default on the left, and the Employee’s assigned default.



Add Mapping : Using this field, you can link Key Codes specified at the clock to explicit punch types
within the software.

Once the relevant information is added, you can click on the “Ok” button as shown below
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Once you click on “Ok” system will add this information as shown below
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Now you need to click on the “Save” button in order for the system to save this information as shown
below
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Once you click on “Save” system will save this information as shown below
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Editing a Clock Group

In order to “Edit” a Clock Group, you need to first select the Clock Group by clicking on it as shown below
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Once you click on a Team configuration the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Clock Group in an editable mode as shown

below. You will now be able to make any changes to existing values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done



Deleting a Clock Group

In order to “Delete” Clock Group, you need to first select the “Clock Group” by clicking on it as shown
below
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Once you click on a Team configuration the selected line item will be shaded with a lighter complexion to
help you differentiate them from the rest as shown below
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Now you need to click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown

below

Sundial Timekeeping

my settings lusers laccount llogout

006)

Qunpia

Clock Groups

Do you wish to delete 1 clock group? e Identity Counts

(§ DIAL (5006) Sundial Timekeeping

ttings |users laccount llogout

T R . ;o it o dce | cock oroue? CocCoumt__ ety cout
wsc 000000000 |
=

< [m

Once you click “Yes” the system will then delete the selected configuration as shown below
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5.11.12.  Clock Identities
Going into “Clock Identities”

In order to get in to the“Clock identities” you need to click on “Clock Identities” under the “Setup”
section as shown below

(5006) Sundial Timekeeping

ooy User Imy settings lusers laccount llogout

Once you click on “Clock Identities” section, you will be navigated in to the “Clock Identities” page as
shown below
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Understanding Clock Identities

[Dropdown] Clock Group : Using this dropdown, you can choose any clock group that is available
[Link] Add New Group : Using this link, you can add New Groups

[Checkbox] Include Inactive : Using this checkbox, you can select to include inactive users. This will be
unchecked by default and by checking this system will also include any inactive users

Pin : Using this field, you will be able to add Pin for the Clock identities
Employee : Using this field, you can click to choose the employees as shown below
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Once you click on this, system will load an pop-up/overlay as shown below
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When you check the checkbox inactive on this pop-up/overlay, system will also include any inactive
employes on the list that is displayed

Once the required selection is made, the popup will automatically close. You can click on the close
button on this overlay’s right top corner to exit from the popup without selecting an employee



[Dropdown] Privilege : Using this dropdown you can choose their access privileges (i.e. Employee,
Enroller or Administrator)

Card : Using this field, you can type in the proximity card value

Password : Using this field , you can add a password to the assigned clock identity.

Punches : This field will display any undelivered punches for the clock identity. This can only happen if
the identity has not been associated with an employee. Once the employee association is created, any
punches are automatically transferred to the employee’s timesheet

Finger : This field will indicate any Finger scanner associated with the clock identity

Face : This field will indicate any Face scanner associated with this clock identity

Select all : Using this link, you can select all Clock Identities

Unselect all : Using this link, you can unselect all Clock Identities

Unassign Selected : Using this button, you will be able to unassign (Disassociate from Employee Records)
any Clock Identities selected

Delete Punches : Use this button to delete any Undelivered Punches for selected records

Adding Clock Identities

In order to “Add” a Clock Identity you need to click on the “Add” button as shown below. (Added records
are inserted at the top of the list)

N
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Once you click on the “Add” button, system will display a new line item of a clock identity added as show
below

\su JAL (5006) Sundial Timekeeping

e Imy settings lusers laccount llagout

Password Punches Finger
.| Employee

oo

.| Employee

.| empioyee

] Employee

Actions: ([

save || Cancel

my settings lusers laccount llogout

1AL \
Clock Identities

Include Inactiv

Privilege Punches Finger

.| Employee

_.| Employee

_.| empioyee

—.| Employee

] Employee

Actions: ([l . =
Save | Cancel

Once you click on “Save” system will save the added Clock Identity



Editing a Clock Identity

In order to “Edit” a Clock Identity, you need to first select the Clock Identity by clicking on it as shown
below
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Once you click on a Geofence the selected line item will be shaded with a lighter complexion to help you
differentiate them from the rest as shown below
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below
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Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done



Deleting a Clock Identity

In order to “Delete” Clock Identity , you need to first select the “Clock Identity ” by clicking on it as
shown below
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Once you click on a Clock Identity the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below

Junpiat (5006) Sundial Timekeeping
L wekcome. Hasey User Imy settings lusers laccount llogout

Clock Identities

Dashioarg Clack Group 3G - Include Inactive [

Emplovee Privilege Password Punches Finaer Face

o0z

.| Employee

.| Employez

.| Employee

_.] Employee

-] empioyee

Now you need to click on the “Delete” button as shown below
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Once you click on “Delete” the system delete the selected Clock Identity line item as shown below
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Once this is deleted, you need to click on the “Save” button as shown below
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Once you click on the “Save” button, system will save any changes done



5.11.13. Punch Cycles

Punch Cycles is a place to set up a rule to keep employees On the Clock while they are working, but
unable to punch in and out. This is designed for Offshore Workers who Clock in as they board a boat and
remain On the Clock until they return to shore and Clock Out. Since the Max Shift Rule will prevent them
from staying on the clock multiple days, this rule causes the system to generate a "New Shift" for any
employee (that fits the criteria) and is On the Clock at Midnight.

While it was designed for Offshore employees, several clients have found it useful for other types of
employees that work multi-day and extended On-Call shifts. These include Emergency Service personnel
such as Firefighters, Police, Ambulance, etc.

In order for this to work, the Company Max Shift rule must be at least 24:01 hours long.

Employees must be "Members" of the rule. They become members by being successfully included by a
standard Employee Filter (Assigned to an Included Tracking Level or being Explicitly Included in the filter)

Going into “Punch Cycles”

In order to get in to the“Punch Cycles” you need to click on “Punch Cycles” under the “Setup” section as
shown below
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Once you click on “Punch Cycles” section, you will be navigated in to the “Punch Cycles” page as shown
below
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Understanding the “Punch Cycles”

Name : This will display the name of the punch cycle

Adding Punch Cycles

In order to “Add” a Punch Cycle you need to click on the “Add” button as shown below
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Once you click on the “Add” button, system will display the below screen as shown below
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Understanding the New Punch Cycle Screen
Name : Using this field, you can add the “Name” for the New Punch Cycle

Members

Tracking Levels : Using these dropdowns, you will be able to choose the relevant
tracking levels for the New Punch Cycle

[Button] Add : Using this button, you will be able add the above selected Tracking Levels

Employees : Using this, you will be able to add the relevant employees for the New Punch Cycle
[Button] Add : Using this button, you will be able add Employees
[Checkbox] Show inactive items : Using this checkbox, you can define if inactive
employees need to be displayed on the employees section. This will be unchecked by default
and checking this will list all inactive employees also under the employees list that is loaded
on this section

Assigned Employees : This section will display any added Employees
Remove : Using this button, you will be able to remove any Employees that are added



Trigger Filters
If the Trigger Filter is empty, every Member employee qualifies. If the Trigger Filter is used, then
the employee only qualifies if their Clock In record is assigned to a Tracking Level Item that is

included in the Trigger filter

Tracking Levels : Using these dropdowns, you will be able to choose the relevant
tracking levels for the Trigger Filter

[Button] Add : Using this button, you will be able add the above selected Tracking Levels

Assigned Filters: This section will display any assigned filters
Remove : Using this button, you will be able to remove any filters that are added

Once the required information is entered, you can click on the “Save” button as shown below
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Once you click on “Save” system the system will save the Punch Cycle as shown below
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Editing a Punch Cycle

In order to “Edit” Punch Cycle, you need to first select the Punch Cycle by clicking on it as
shown below

.
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Once you click on a Punch Cycle the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Now you need to click on the “Edit” button as shown below
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Once the “Edit” button is clicked the system will load the Punch Cycles in an editable mode as shown
below. You will now be able to make any changes to existing rule values.
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Until any changes are made to any existing values, the “Save” button will be in a disabled state as shown
below

(5006) Sundial Timekeeping

er I my settings lusers laccount llogout

New Test Punch Cycle

Name

Members Trigger Filters

Tracking Levels Assigned Employees Tracking Levels Assigned Filters

<| [Empioyees
Autumn Bell

Destiny Smith
Add Dixie Louise Add
Employees
3%t ~
v
Add Remove Remoue

O show inactive items

Once you make any changes the system will enable the “Save” button as shown below.
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Once you click on the “Save” button the system will save any changes done

Deleting a Punch Cycle

In order to “Delete” Punch Cycle, you need to first select the “Punch Cycle” by clicking on it as shown
below
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Once you click on a Punch Cycle the selected line item will be shaded with a lighter complexion to help
you differentiate them from the rest as shown below
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Now you need to click on the “Delete” button as shown below
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Once you click on “Delete” the system will display a pop-up/overlay asking your confirmation as shown
below
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In order to delete, you need to click “Yes” on this pop-up/overlay as shown below
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Once you click “Ok” the system will then delete the selected configuration as shown below
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5.12. My Settings

This section shows details that are relevant to the logged in user. Some of the
information you see on this section may vary based on each of the user types and their
authority and access levels.

5.12.1. Going into My Settings

When you click on “My Settings” on the User and Account controls (Section 1), you will
be navigated to the “My Settings” page.
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5.12.2. My Settings Page

Shown below is the “My setting page” that you would get navigated in to

“My setting page” will have two main tabs as “General” and “Notifications” as shown
below

General tab will be selected by default.
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5.12.3. My Settings Page (General Section)
In the “My Setting Page - General section” There are 3 sub sections sections as as

shown below
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Sub Section details

° General information
o Username - This shows the current username username of the logged in user.

m This is an editable field which allows the logged in user to change their current
username.

m Users can change their usernames as long as the changed username is not
already in use.

m  The system will run a duplicate check when the Save is requested. In the event if
the duplicate check fails, a red border is placed on the Username field and the
save attempt is canceled. Edits to other fields are not lost.

m Usernames cannot be blank and they must be unique from other users in the
account. They can be the same as a WebConnect Username from an employee
record. Employee WebConnect Usernames must also be unique from other
employees within the account.



o

First Name - This section allows the user to enter/update their first name.
Last Name - This sections allows the user to enter/update their last name
Email - this section allows the user to enter their email address. In the event if the email
address provided is invalid, system would highlight this cell in red & display the following
error message “Invalid e-mail address format.” In order to add multiple email
addresses, you will have to separate each email address with a semicolon.
Mobile Phone - This field allows the user to enter their mobile phone number. This is
needed if you are planning to receive “Text Notifications”.
Password - This section allows the user to change their existing password
m  System will run a field level validation to check if the field is empty. In the event
if this is empty, the system will not allow you to proceed further.
m  Currently, there is no complexity rule assigned for the passwords and therefore
users are free to have a password of their choice
m  When users get started with the system, they will be provided a temporary
password by their manager. At their first log-in to the system, they will be
prompted to change their temporary password. In such cases, users are
expected to provide a new password which is different to the tempetory
password.
m Except for the above mentioned scenario, users are generally allowed to re-use
of one their previous passwords
m Currently there aren't any password expiration duraitions set in the system. Due
to this, users are allowed to use their password up to any duration they wish or
until their next password change
Confirm Password - This section is used to re-confirm the password entered in the
password field. In the event if both fields mismatch, system would highlight this cell in
cell in red & display the following error message “Confirm password does not match
password”

e Security

o

o

User Role - System will not allow any user to modify their own role.
Whitelist enabled (check box) - This is not part of my settings by default. This will only
be visible to an authorized user if they are creating or modifying another user’s account.

o Preferences

o

Time Format - This selection allows you to set your preferred time format either on “12
Hour” or “24 hours” format

Duration Format - Duration format preference can be changed either to “Hours and
Minutes” or “Hours and Decimals” format

Full Name Format - This section allows you to define how you wish to sort your
employees records when you see them. If you choose “First last” the records will be
sorted based on the First name alphabetically. But if you choose “Last First” then the
records will be sorted and listed based on the last name alphabetically. This selection will



impact the way how records are displayed to you on both the system screens and also
on reports
Quick Filter - The QuickFilter is a common section that will instantly swap one group for
another. QuickFilters are based on the User applying a “QuickFilter” Tracking Level
(located in “my settings” on the upper right). Once a QuickFilter Level is specified, the
User needs only to select one of the Items in that level to change their view to include
only the employees that are assigned to the selected Tracking Item. Value specified for
the QuickFilter will be maintained during the User’s session until modified again or
logged out
Note Status Type - This selection allows you to select your preference on the notes type.
It has two options as “Shared” and “Individual”. If you choose the “Shared” option, if
anybody has read a note, then it will be marked as read for you too. If you choose to
have the “Individual” option, Every note will remain unread until you read it yourself.
Note Status Indicator - Notes Status Indicator selections. Those are “Spinning” and
“Static”.
m  Anunread note can be set to "Spinning" status. This lets you know at a glance
that the note is unread.
m  For users that are not normally responsible for notes, they can set the note to be

Static, so that the activity on the screen isn't distracting.

Note Status Type is set to Shared or Individual.

If it's shared, the spinning will stop if any user has read the note.

If it's individual, then every note must be read personally to stop it from spinning

(or set your personal rule to "Static"



5.12.4. My Settings Page (Notifications Section)

This section allows you to set up your own notifications, on the things that you would
like to get yourself notified about.

In order to go to the “Notifications” section, you need to simply click on the
“Notifications tab” it as show below
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Understanding the Types of Notifications in the Notification Section

The Notification section of the system, has the below types of notifications that you can
enable based on your preference

1. Employee Visibility - Using this, you will be able to define, what type of
employees you will be monitoring notifications on or you wish to receive
notifications on

a. None: If you set it up for “None”, you will not receive any notifications
on any employees

b. Assigned : If you set it up for “Assigned”, you will only receive
notifications on any employees whom you are assigned as a direct
supervisor

c. All: If you set it up for “All”, you will only receive notifications on all
employees that are visible to you

You can choose any of the above options using the “Employee visibility”
dropdown as shown below
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2. PTO Requests - Using this, you will be able to define the notification method(s)
you prefer when an employee requests Time Off
a. None: If you set it up for “None”, you will not receive any notifications
on any of the methods available
b. Email : If you set it up for “Email”, you will only receive email
notifications
c. Text: If you set it up for “Text”, you will only receive text notifications
d. Email And Text : If you set it up for “Email And Text”, you will receive
both email and text notifications
You can choose any of the above options using the “PTO Requests” dropdown as
shown below
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3. Early In - Using this, you will be able to define the notification method(s) that
you prefer when an employee clocks in Early.

a. None: If you set it up for “None”, you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email”, you will only receive email
notifications

c. Text: If you set it up for “Text”, you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text”, you will receive
both email and text notifications

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Early In” duration to 30 minutes, you will
receive notifications for employees that clock in early by 30 minutes or more.

Now, suppose that the employee’s shift starts at 7:00AM but they clock in at
6:30AM or before, then the system will send a notification out.

You can set any of the above options using the “Early In” dropdown as shown
below
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4. Missed In - Using this, you will be able to define the notification method(s) that
you prefer when an employee misses their Clock in.

a. None: If you set it up for “None” you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email” you will only receive email
notifications

c. Text: If you set it up for “Text” you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text” you will receive
both email and text notifications

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Missed in” duration to 30 minutes, you will
receive notifications for employees that Failed to clock in within 30 minutes of
their Scheduled Start Time.

Now, suppose that the employee’s shift starts at 7:00AM but they still haven’t
clocked in at 7:30AM or before, then the system will send a notification out.

You can set any of the above options using the “Missed In” dropdown as shown
below
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5. Early Lunch Leave - Using this, you will be able to define the notification
method(s) that you prefer when an employee Leaves Early for Lunch.

a. None: If you set it up for “None”, you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email”, you will only receive email

notifications

Text : If you set it up for “Text”, you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text”, you will receive
both email and text notifications

o

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Early Lunch Leave” duration to 30 minutes,
you will receive notifications for employees that clock out for Lunch 30 or more
minutes early.

Now, suppose that the employee’s lunch period starts at 12:00PM but they clock
out at 11:30AM or earlier, then the system will send a notification out.

You can set any of the above options using the “Early Lunch Leave” dropdown as
shown below
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6. Missed Lunch Leave - Using this, you will be able to define the notification
method(s) that you prefer when an employee misses their Lunch Leave punch.

a. None: If you set it up for “None” you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email” you will only receive email
notifications

c. Text: If you set it up for “Text” you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text” you will receive
both email and text notifications

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Missed Lunch Leave” duration to 30
minutes, you will receive notifications for employees that Failed to clock out for
lunch within 30 minutes of their Scheduled Lunch Start Time.

Now, suppose that the employee’s lunch period starts at 12:00PM but they
haven’t clocked out by 12:30PM, then the system will send a notification out.
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You can set any of the above options using the “Missed Lunch Leave” dropdown
as shown below
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7. Early Lunch Return - Using this, you will be able to define the notification

method(s) that you prefer when an employee Returns Early from Lunch.

a. None: If you set it up for “None”, you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email”, you will only receive email
notifications

c. Text: If you set it up for “Text”, you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text”, you will receive
both email and text notifications

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Early Lunch Return” duration to 30 minutes,
you will receive notifications for employees that clock in from Lunch 30 or more
minutes early.



Now, suppose that the employee’s lunch period ends at 1:00PM but they clock
back in at 12:30PM or earlier, then the system will send a notification out.

You can set any of the above options using the “Early Lunch Return” dropdown
as shown below
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8. Missed Lunch Return - Using this, you will be able to define the notification
method(s) that you prefer when an employee misses their Lunch Return.

a. None: If you set it up for “None” you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email” you will only receive email
notifications

c. Text: If you set it up for “Text” you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text” you will receive
both email and text notifications

In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Missed Lunch Return” duration to 30
minutes, you will receive notifications for employees that Failed to clock in
within 30 minutes of their scheduled Lunch End.
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FTO Requests
Early In

Missed In

Early Lunch Leave
Missed Lunch Leave

Early Lunch Return

Now, suppose that the employee’s lunch period ends at 1:00PM but they still
haven’t clocked back in at 1:30PM, then the system will send a notification out.

You can set any of the above options using the “Missed Lunch Return”
dropdown as shown below

(5006) Sundial Timekeeping

my settings lusers laccount liogout

Missed Lunch Return
Early Qut

Missed OQut
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9. Early Out - Using this, you will be able to define the notification method(s) that

you prefer when an employee Clocks Out Early.

a. None: If you set it up for “None”, you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email”, you will only receive email
notifications

c. Text: If you set it up for “Text”, you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text”, you will receive
both email and text notifications



In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Early Out” duration to 30 minutes, you will
receive notifications for employees that clock out 30 or more minutes early.

Now, suppose that the employee’s shift ends at 5:00PM but they clock out at
4:30PM or earlier, then the system will send a notification out.

You can set any of the above options using the “Early Out” dropdown as shown

below
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10. Missed Out - Using this, you will be able to define the notification method(s)
that you prefer when an employee misses their Clock Out.

a. None: If you set it up for “None” you will not receive any notifications
on any of the methods available

b. Email : If you set it up for “Email” you will only receive email
notifications

c. Text: If you set it up for “Text” you will only receive text notifications

d. Email And Text : If you set it up for “Email And Text” you will receive
both email and text notifications



In addition to specifying a Notification Method, there is a text box to enter the
“Duration” which will allow you to specify the early threshold in
[hours:minutes].

For example, Suppose you set the “Missed Out” duration to 30 minutes, you
will receive notifications for employees that Failed to clock out within 30

minutes of their scheduled Shift End.

Now, suppose that the employee’s shift ends at 5:00PM but they still haven’t
clocked out by 5:30PM, then the system will send a notification out.

You can set any of the above options using the “Missed Out” dropdown as

shown below
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5.13. Employee Sync

Appendix 1 - Employee Sync File

Employee Sync File Format

Employee Sync File is a Comma Separated Values text file, commonly referred to as a “CSV” file. Each
line of the file is a record and each comma separates the record into fields, similar to how an Excel file
uses a grid to display Rows and Columns. The Rows are records and the Columns are fields. The concept
is so similar that Excel can natively open CSV files, and can easily save tables of data into CSV formatted
files.

Now, building on that, for importing data into Timekeeper, your CSV file must use the first row of the file
as the header. The header is the list of Field Names and Timekeeper uses that to understand what to
expect in the remaining rows. Your columns can be in any order. Empty fields are ignored. When
Creating an employee record, default values are applied for empty fields. When Updating an existing
employee record, the existing value is left unmodified when the Sync file has an empty value. To
explicitly remove a value from an existing record, enter the text “Iclear”, without quotes. To delete an
employee record through the Sync file, enter the text “Idelete”, without quotes, in either the FirstName
or LastName column.

Example:

Field1 Field 2 Field 3 Field 4 Field s
Row 1 Row 1/Fieldl Row 1/Field2 Row 1/Field3 Row L1/Field4 FRow 1/Field5
Row 2 Row 2/Field1 Row 2/Field2 Row 2/Field3 Row 2/Field4 Row 2/Field5
Row 3 Row 3/Fieldl Row 3/Field2 Row 3/Field3 Row 3/Field4 FRow 3/Field5
Row 4 Row 4/Field1 Row4/Field2 Row4/Field3 Row4/Field4 Row 4/Field5s

This visual shows how the software will use the structure to turn it into usable data.

Employeeld FirstMame MiddleName  LastName HireDate
Row 1 1001 April H Dawn 4/13/2009
Row 2 1002 loseph Micholas Jackson 8/19/2010
Row 3 1003 Susan King 3/1/2015
Row 4 1004 David R Feldman 11/17/2019

Columns can be in any order - Just be certain that the required columns are included. Field Values can
be left empty. When creating an and employee record through the Sync file, and

Required Fields



There are three required fields:
e Employeeld : This must be unique within a Company. Max 50 characters.
e FirstName : Employee’s first name, max 35 characters.
e LastName : Employee’s last name, max 35 characters.

Optional Fields

There are several optional fields. Parenthesis provide additional information about the field.
Two part fields with period separator
Field names that are followed by a period and single quotes means that the field must include
the period and the name of the relevant item (i.e. TrackingLevel.Department).
Two part fields with Square Brackets
Field names that are followed by square brackets containing a period and text allows you to be
explicit about a data group. If you have multiple groups, the group name should be included (i.e.
IdentityPin.Clock Group 1)

Companyld (max 50 chars. Match to SSO CompanyID, required for multi-company Sync from Reseller)
IsActive (1 for active, O for inactive)

OvertimeRuleName (max 50 chars)

HolidayRuleName (max 50 chars)

PayPeriodRuleName (max 50 chars)

AccrualPlanName (max 50 chars)

DifferentialGroupName (max 50 chars)

WebConnectName

TrackingLevell (value can be either name or tracking code)
TrackingLevel2 (value can be either name or tracking code)
TrackinglLevel3 (value can be either name or tracking code)
TrackingLevel4 (value can be either name or tracking code)
TrackingLevel5 (value can be either name or tracking code)
TrackinglLevel6 (value can be either name or tracking code)
TrackingLevel7 (value can be either name or tracking code)
TrackingLevel8 (value can be either name or tracking code)
TrackinglLevel.'Name of Tracking Level' (hame max 50 chars)
PayRate (numeric, max 4 decimal places)

HireDate (min year 1900)

ReleaseDate (min year 1900)

Street (max 128 chars)

City (max 35 chars)

State (max 20 chars)

PostalCode (max 15 chars)

Country (max 20 chars)

HomePhone (max 50 chars)

MobilePhone (max 50 chars)



EmergencyContactName (max 50 chars)
EmergencyContactPhone (max 50 chars)

EMail (max 255 chars. must pass RFC5322 formatting)
WebConnectUsername (max 255 chars)
WebConnectPassword (max 255 chars)
WebConnectPasswordChangeRequired (1=Yes,0=No)
DeskPunchPassword (max 255 chars)
DeskPunchPasswordChangeRequired

SalaryRate (numeric max 4 decimal places)
SalaryHours (numeric hours. fractional allowed)
SalaryStart (choose from previous,current,next)
SalaryRuleName (max 50 chars)

PrimarySupervisorUserName (supervisor's username of assigned notification recipient)

SecondarySupervisorUserName (supervisor's username of assigned notification recipient)

ScheduleName
ScheduleEffectiveDate

AccrualBalance.'Name of PTO' (numeric up to 4 decimal places)

AccrualBalanceDate.'Name of PTO'

AccruedAmount.'Name of PTO' (numeric up to 4 decimal places)

IdentityPin[.ConfigName]

IdentityPrivilege[.ConfigName] (0O=Employee,2=Enroller,14=Administrator; accepts either number or

word)

IdentityPassword[.ConfigName]
IdentityCardNumber[.ConfigName]
IdentityFingerprint0[.ConfigName] (binary data)
IdentityFingerprint1[.ConfigName] (binary data)
IdentityFingerprint2[.ConfigName] (binary data)
IdentityFingerprint3[.ConfigName] (binary data)
IdentityFingerprint4[.ConfigName] (binary data)
IdentityFingerprint5[.ConfigName] (binary data)
IdentityFingerprint6[.ConfigName] (binary data)
IdentityFingerprint7[.ConfigName] (binary data)
IdentityFingerprint8[.ConfigName] (binary data)
IdentityFingerprint9[.ConfigName] (binary data)
Property.'Name'






