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User:

Administrator Area

Manager/Admin Login

Password:

Administration Functions

Administrator & Manager Log In Screen

Administer

This area of the ITC!

ebClock is used to customize the application
After initial setup, use the Administer area for PAYROLL and to change application settin

DEFINE THE COMPANY

To SETUP the ITCS-wWebClack fallow the link
order below. To update click the appropriate
area,

Pay Periods
[&dd / Madify / Delete] Pay Periods

Security & Departments
[Add / Modify / Delete] Departments and Security

Employees & Pin Numbers
[Add f Modify [ Delete] Employees & Pin Numbers

Holidays
[Add / Modify / Delete] Holidays

Table Maintenance

[Define / Modify] - Use this feature to update
system options and direct averrides feature
tables,

Edit Option Settings
[Review / Modify] - Update systsm options

MANAGE FEATURES
Administer the ITCS-WebClock Features,

Payroll Export - CUSTOM farmat
Prepare Payroll for Export in Custom format

Employee Import - Standard format
Import Employee Data from Standard format.

Time Accrual Admin
[&dd / Mardify / Delete] Time sccrual setup,
modification, and definitions

Job Costing
[add / Moty / Delete] Job Costing Information
and Reporting,

Alternate Payment Types
[Add / Modify / Delete] Alternate Payment
Information and Reparting,

Process Holidays
[Process] Holidays during selected pay period,
adding holiday time to each employes. Feature
should only be used after the pay period is
complete, before downloading payment data.

INFORMATION CENTER

Infarmation about your application.

Client ID: tos
Wersion: u.u
Users: 1000-0
Active Employees: 111

Emplayee Info

: a
NOT IN: 111
View Repart: Who is INfOUT

view Report: Who is LATE in/EARLY out

Wiew Training Video

Manage

rtment: TEST

Employee || Document

Employee Login

Click Button to Open
the Employee Screen.

Manager Area

Administer

on || Support || Log

Emplo

e || Documents

rd || Logout

This area of the ITCS-WebClock is used ta manage employee time and attendance features,
After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time infarmation.

EMPLOYEE TIME

Click on the links below to review or modify time
records by Employee.

Active Employee List
[Rewiew [ Madify] Personnel Information or drill
through time records by Employee.

Add a Shift Record
[Add] Fastadd a shift record for an Employee.

Approve Time

[Review / Apprave] Review and Approve
Employee Time. Feature should only be used after
the pay period is complete.

Approve Time by Date
[Rewiew [ Approwe] Review and Approve
Employee Time, Reconciles between
Monthly/BiMonthly payroll periods and
weekly/Bivweekly WebClock pay periods.

TIME MANAGEMENT

Review and Report from the ITCS-WebClock
Features.

Job Costing
[Review [ Manage] Job Costing Information and
Reporting.

Alternate Payment Types
[Review / Manage] Alternate Payment Information
and Reporting.

Time Off Requests

[&pprove [ Reject / Cancel] Review employee time
off requests. Additional workflow automation
options,

Time Accrual Balances
[Report] Report on Emplovee Time Off balances.

Work Locations
[Review] Report on employees working in multiple
work locations.,

INFORMATION CENTER

Information about your application.

Client 1D: -TEST
wersion: 6.20

Users: 1000-0
Active Employees: 111

Department Employees: 10

Employee Info

IM: o
MNOT IM: 10
Wiew Report: Who is INJOUT

View Report: Who is LATE in/EARLY out

Wiew Training Wideo

ZtCS Administrator & Manager Log In Screen will look the same T Once logged in you will see

it computing services, inc. either the Administrator Area or Manager Area depending on your user log in.
www.itcomputing.net
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Employee Log In Screen

Manager || Support || Lof

Instructions:

1 2 3 1. Enter your Employee ID with the keypad and mouse or touchscreen and click
OK or Tab to the PIN entry.

2. Enter your PIN with the keypad with your mouse ar touchscreen and click
4 5 6 OK or Tab to the PIN entry.

= Create a Pin - Enter your employee ID and Click OK twice
== Click CLR to clear the entries.
*==* Click here if you have lost your PIN code.

SERVER TIME: 10-23-06 D4:35 PM EASTERN
oK 0 CLR Employes Time Zone will adjust after log in
APPLICATION STATUS: Ready for Login

ITCS WebClock - Copyright @ 2001-2006
IT Computing Services, Inc.

Grid Time Entry Screen Punch Time Entry Screen

WELCOME: Code C MM, TESTER

Hours and Description

Home Current TmeShest Approve Current Previous TimeShest Approve Previous 10-30-07 06:07 PM - EASTERN
Current Previous
Employes ID: 99999991
Pay Period: 432008 Message of the Day: Time Off  Hours . Time Off Type Hours Earned
P B, e etoome (5 the [T WebClock! me Off Houre Name: Puncher, Clock Pay Period Status VP
Employee ID: 9958 10/28/07 - 11/03/07  Not Approved e 2l
[ RequestTime Of | [ EnterAtPay ] Sick 20,00
Current Provious W iours and Deseription v : - Pay Period: 432007 10721107 - 10127107 Hot Approved
HOMe oy o ) Temeshoet (ABBROVE Current 277", . [Approve Previous| "> *¢ 0°°5IPHE"  change Pin| 10-28-06 04:39 PM - PACIFIC
. . shift reeees BIGK sveveee] shift Message of the Dav
[ s WM T w ™| F | s View Training Video

Task Lacation Shift | 22 23 24 25 26 27 28 | Total Weicome to WebClock Demo 7.0 please
7 October, 2006 1113: Standard Work v| | TEST ~||1v Request TimeOff connect to
e 5 =5 START hitps:ifwrw w.webclock.biziprodidemo7 0/
| <] y SN Add Task Save and Close Enter Alt Pay

wk|SUn Mon Tue Wed Thu Fri 5at Total
sl 1 2 3 4 586 7 otes

40 B 9 10 11 1213 14

41015 16 17 18 1920 21

Comments:

4z| z2[ 23 24 25 2627 28
43| 29 30 31

T - Copyright ™  Tnc.

Interface Entry Screen

CURRENT TIME SHEET
TESTER

: TEST
Pay Group: midmonth BREVIOUS TIME SHEET

HOME

. ZtCS . Employee Log In Screen will look the same i Once logged in you will see an Employee
It computing services, IC.  time Entry screen. This will vary depending on the time entry screen chosen by your
www.itcomputing.net administrator 3
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Manage

U Switch to Employee Screen

U Easily Switch to
the Employee time

Entry Screen :
!ualit Mendance . gl lick
o = Click Button to Open
U SeIeCt the Solutlons,___.‘-__:_. User: I:I the Employee Screen.

Password: I:l
Employes

Employee /| Docurnentation || Support || Login

ManagerfAdmin Login Employee Login

Employee button on
the Manager/Admin
Login Screen

ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.

u Select the
Employee Link

AtCS

It computing services, inc.
www.itcomputing.net
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Manage

u Change Password

u Select Password Manage
||n k to Change your Department: Test 1 Mgr Employee || Documentation || Support [| Password)|| Logout
current password

This area of the ITCS-WebClock is used to manage employes time and attendance features,
After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time information.

EMPLOYEE TIME TIME MANAGEMEMT INFORMATION CEMTER
Click on the links below to review or modify time Feview and Report from the ITCS-WehClock Information about your application.
records by Employee. Features.
Active Employee List Job Costing Client ID:
[Review [ Modify] Personnel Information or drill [Review / Manage] Job Costing Information and Wersion: 5.20
through time records by Employee, Feparting. Usars: 1000-0

u Confirm the old
password and enter
and confirm new
password.

Thank you for choosimg ITTCS

Change password for: Test lar
Enter Old Password:

Enter New Password:
Re-Enter New Password:

[ Submit ] [ Cancel ]

1LCs

It computing services, inc.

www.itcomputing.net
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Manage

U Logout

Manage
u SeIeCt LOQOUt to | Mgr e || Docurnentation || Support || Password (|| Logout
return to the Manger
. This area of the ITCS-WebClock is used to manage employes time and attendance features,
I_Og In Screen After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time information.
EMPLOYEE TIME TIME MANAGEMEMNT INFORMATIOMN CENTER
u LOQOUt before Click on the links below to review or modify time Review and Report from the ITCS-WebClock Information about your application,
. . records by Employee, Features,
switching to the
i Active Employee List Job Costing Client ID:
Em ployee I—Og In [Ee\rie\f; { Modify] Pcnjersbunnel Ilnformatiun ar drill [Review / Manage] Job Costing Information and wersion: 6.20
Screen through time records by Employes. Reporting. Usars: 1000-0

Employee || Documentation || Support || Login

Manager/Admin Login

Employee Login

CS-WebClock v6.0
Quality Attendance

It Click Button to Open
Solutions -~ _ - 7

the Employee Screen.

Employee

User:

Password:

ITCS WebClock - Copyright @& 2001-2006 IT Computing Services, Inc.

tCS

It computing services, inc.
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U Support

Employee || Documentationd| Support |1 Login

U |n the event yOU W Manager/Admin Login Employee Login
need technical support. ST G I E— e,
Click on the Support ; pessword:| |
fink

. ogin

ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.

U This is available in
the same location in all
areas of WebClock.
sveh CLOCK . ZtCS '“
u Fill out the support —
form and a member of

Thark you for cho

the technical support Select Subject: v
team will assist
accordingly

{Comments/Problem

Your Contact Phone | |
or Email:

® [ Submit l [Reset l
]
ILCS

ITCS Weh Clock - Copyright @ 2001-2006 IT Computing Services, Ene.

It computing services, inc.
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Define the Company Administer

u Defining The
CO m pany Administer

Employee || Documentation || Support ||
Password || Logout

Department: -ALL- <-- Click to change

U Pay periods

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

U Secu rity & Depts_ DEFINE THE COMPANY MANAGE FEATURES INFORMATION CENTER
To SETUP the WebClock follow the link order below. To Administer the WebClock Features. Information about your application.
update click the appropriate area.

(] Payroll Export - CUSTOM format

u E m p | o y e e & Pay Periods Prepare Payroll for Export in Custom format. Client 1D: . dtcs
[Add / Modify / Delete] Pay Periods Version: 7.00 dev

Job Costing Users: 80-0

i H Security & Departments [Add / Modify / Delete] Job Costing Information and Reporting. - .

u H0||days [Add / Madify / Delete] Departments and Security Active Employees: 73

Process Holidays | f
Employees & Pin Numbers [Process] Holidays during selected pay period, adding holiday | Employee Info

. H H [Add / Modify / Delete] Employees & Pin Numbers time to each employee. Feature should only be used after the IN: 4

u SeIeCtl ng OptlonS pay period is complete, before downloading payment data. NOT IN: 50
Holidays
[Add / Modify / Delete] Holidays Schedule Definitions View Report: Who is IN/OUT

[Add / Modify / Delete] Schedule Information, [Report]
Tabl_e Mainte_nance . . Scheduling Data, or [Set] Employee Shifts. View Report: Who is LATE in/EARLY out
[Define / Maodify] - Use this feature to update system options
and direct overrides feature tables. : . :
View Training Video
Edit Option Settings
[Review / Modify] - Update system options.

1tCs

It computing services, inc.
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Security Setup

Security & Department Setups

Security & Departments is where vou will define Departments, Administrators, Supervisgrs, and Group hana gers.
Fepeat these steps for each deparbment, Administrator, Supervisor, and Group Manager setup.

Enter Administer Area
Select Security & Departments
Select “Add Deparment/Supervisgr™

Lid bd e

Administer 4]

Employee || Documser

This area of the ITCS-WebClock is used to customize the application.
After initial sebtup, use the Administer area for PAYROLL and to change applhcation

DEFINE THE COMPANY MANAGE FEATURES

To SETUP the ITCS-WebClock follow the link Admimster the ITCS-WaebClock Features, Infarmat
order below. To update dick the appropriate
area. Payroll Export - default format

Prepare Payroll for Export - standard format. Client ID
Pay Periods Wersion;
[&dd § Modify f Delete] Pay Pariods Time Accrual Admin Usars:

¢ - [Add [ Modify [ Delete] Time Accrual setup, )
Security & Departments i modification, and definitons. Agtiva En
[&dd [ Modify f Delete] Departments and Security
Ermploye:

Job Costing

Administer Mansge

iepartment: -ALL- <-- Click to change Employee || Documentation || Support || Pas

Authorization Information

Administration Menu Add Departmant/Supervisor ,‘_3

Action Maina SupwfDept Group  Admin

ACCRES Manager Access ReadOnly Passward Ermail

It computing services, inc.

www.itcomputing.net
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1tCs

U Setting Up a Department

Security & Departments Setup Defined

Department Setup

Administer

Employee || Documentation || Support, || Password || Logout

Department: -4LL- <-- Click to change

Authorization Modification

Marme Deptl 44— Mame: Dept name or menber — user-defined

Supv/Dapt Actass: | Yas | .
Supw Dept Access = Yes

Group Manager or Alias: Mo | All other fe21ds =Na
Admin Access: No o (as showm)
Lirnik ko Read-Only: Mo

Group Lst:

Lo L Paszword: User-define — limited & characters
E-Mail: supwimanageremai@xxx. com
‘H"“‘E-mail — email for admin, supv, & group managers
will be set at thizlevel. Any Supv/manager who will
be overseeing thiz dept willhave their email address
appliad here.
This email address is used with time-off requests.
When emplovees request time off they will go to the
email address {es) listed for this department

It computing services, inc.

www.itcomputing.net
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U Setting up an Administrator

Administrator Setup

Administer

Employee || Documentation || Support || Password || Logout

Department: -ALL- <-- Click to change

Authorization Modification

Mame Admin Name Adrman user lagon
Supw/Dept Access: Mo Supi' Dept Accesz=No
Group Manager or Alias: Mo Gruup :‘-.Ianager or Aliaz =No
admin fccess: | Yes w|  Sdmin Access = Yes
Lirnit to Read-0Only: No | »
Group List:
Password: udefine

E-Mail: adminemal@xe com referange only

E-mailiz defined at the
department level. E-mail
entered here is for
refererice purposes only

It computing services, inc.

www.itcomputing.net

Administer

Lirnit to Fead-Only = Ne — Admin has Full RightsVes — Fead only rights to all depts.
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U Setting up A Group Manager

Group Manager Setup

Administer

Department: -ALL- <-—- Click to change Employee || Documentation || Support || Password || Logout

Authorization Modification

Marne | SupeManager name 4—FEnter Name of Supvhianger — Name iz alsn User: Login
Supv/Dept Access: |[No |»
Supwv Dept Access: No
Group Manager or Alias: Yes
Admin Access: No  » Admin Access: Mo
Limit ko Read-Only: Mo % Timit to Fead- Only: No if Manageris to Edit Modify dataVes for manager to view data only

Group List: deplt name rust be I}Iﬂtil

Group Manager or Alias:  Yes ¥

"""‘%Gmup List: Enterin 1 or

Password: udefing
more depts. That mana ger

E-Mail: email defined at depariment level will be overseeing.
Separated by a conmma.

Departments rmst be entered
exactly as defined when
E-mail is defined at the setting up depts. Including
department level. E-mail CAPS, spaces, etc
entered here is for
reference plrposes only

It computing services, inc.

www.itcomputing.net
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U Establish New Employees

U Maintain Existing Employees

1LCs

It computing services, inc.

www.itcomputing.net

Employee Management

U Employee Management

Administer

Administer

Department:

Manage

Employee || Documentation || Support || Pa

ord || Logout

This area of the ITCS-WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

DEFINE THE COMPANY

To SETUP the ITCS-WebClock follow the link
order below, To update click the appropriate
area,

Pay Periods
[Add Jf Modify f Delete] Pay Periods

Security & Departments
[add j Modif clete] Departments and Security

Employees & Pin Numbers
[Add Jf Modify f Delete] Employges & Pin Mumbers
Holidays
[Add Jf Modify f Delete] Holidays

Table Maintenance

[Define f Modify] - Use this feature to update
system options and direct overrides feature
tables.

Edit Option Settings
[Review f Madify] - Update system options,

MAMAGE FEATURES
Adrinister the ITCS-WebhClock Features.

Payroll Export - default format
Prepare Payroll for Export - standard format,

Time Accrual Admin
[Add f Modify f Delete] Time Accrual setup,
modification, and definitions.

Process Holidays

[Process] Holidays during selected pay period,
adding holiday time to each employee, Feature
should only be used after the pay period is
complete, before downloading payment data.

INFORMATION CENTER

Information about your application,

Client 1D: [itcs
Warsion:

Users: 50-0

Ackive Employees: 5

Employee Info

IM: u]
MOT IM: 5
iew Report: Who is INJOUT

View Report: Who is LATE infEARLY out

Wiew Training Yideo

13
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U Employee Management i Add

Establish New Employees

1LCs

It computing services, inc.

www.itcomputing.net

Administer

Department: -ALL- <-- Click to change

Employee Management - Add

Personal Information Setup Information
Employee First Name: Data Source; Online Data Source |
Employee Last Name: Time Zone: Eastern Time Zone | v
Emlyee i Next Employee D; 195 | SupervisorDepariment FELD [

Alternate Logon ID: Process Level

Employment Status: | Active Full Time | v I Hourly Employes hd
’ ) Pay Group: (Fay Groups): | Weekly v,
Hire Date: [-] optiona
Normally schedule Daily Hours: |0.00
Term Date D Optional
Overtime Type: Weekly v
Pay Rate Optional / Format: 33.89
Overtime after hours worked: 40
Rate Effective: 1013012007 Today or lower, no future
Time Entry. Time is Collected via Interface %
Social Security: Optional
Stay at Punch Sereen? 1
Employes E-ai Optional
Guarantee Description
erk Phone: Optional
Guaranteed Hours
Home Phone: Optional
Additional Information Optional Features Setup
Addtional Data 01 Defaull Taskilob D | Nene
Additional Data 02 Select Schedule: [View] Default | v

Addttional Data 03:

Addttional Data 04:

Addttional Data 05:

Administer

Employee || Documentation || Support ||
Password || Logout

[Add Employse] || [Employee Listing]

Optional

14
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Administer

U Employee Maintenance

U Maintain Existing
Employees

U Select the Pencil next to
an Employee to Modify an
Employee Definition

Administer

Manage

Employee || Documentation || Support |

Department: BarnesDemoDept <-- Click to change Password || Logou

Employee Management - List [ View Active ] || [ View Termed ] || [ View All ] || [ Add Employee ] || [ Seniority Report] || [ PDF ] || [ Excel ]
Edit EmplDa v Employee Name & v Social Clock Type Time Zone Supervisora v Status Pay Group Employee Type|
/ 5 5, Employes PUNCH EASTERN BarnezDemoDept  Active Full Time Weekhy Hourly
/ 3 &, Employee GRIDENTRY EASTERN BarnezDemoDept Active Full Time Weekly Hourly
/ T 7, Employee ENTHOURS EASTERN BarnezDemoDept Active Full Time Weekhy Hourly
/ 8 3, Employee KEYED EASTERN BarnesDemoDept  Active Full Time Weekhy Hourly
/ : ] 3, Employee INTERFACE EASTERN BarnesDemoDept  Active Full Time Weekhy Hourly

1LCs

It computing services, inc.

www.itcomputing.net



¥veh CLOCK

U Payroll Export
t Job Costing
U Process Holidays

U Schedule
Definitions

It computing services, inc.

www.itcomputing.net

Manage Features

U Manage Features

Administer

lick to change

Manage

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

Administer

Employee || Documentation || Support ||
Password || Logout

DEFINE THE COMPANY

To SETUP the WebClock follow the link order below. To update
click the appropriate area.

Pay Periods
[Add / Madify / Delete] Pay Periods

Security & Departments
[Add / Madify / Delete] Departments and Security

Employees & Pin Numbers
[Add / Madify / Delete] Employees & Pin Numbers

Holidays
[Add / Madify / Delete] Holidays

Table Maintenance
[Define / Modify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

MANAGE FEATURES
Administer the WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custom format.

Job Costing

[Add / Modify / Delete] Job Casting Information and Reporting.

Process Holidays

[Process] Holidays during selected pay period, adding holiday
time to each employee. Feature should only be used after the
pay period is complete, before downloading payment data.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts,

INFORMATION CENTER

Information about your application.

Client ID: -ites
Version: 7.00 dev
Users: 80-0

Active Employees: 73

Employee Info

IN: 4
NOT IN: 69
View Report: Who is IN/OUT

View Report: Who is LATE in/EARLY out

View Training Video

16
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U Holiday Setup

U Holiday
Maintenance

1tCs

Holiday Definition

U Holidays

Administer

Administer

artment: -ALL-

This area of the WebClock is used to customize the application.

Employee || Documentation || Support ||
Password || Logout

After initial setup, use the Administer area for PAYROLL and to change application setting.

DEFINE THE COMPANY

To SETUP the WebClock follow the link arder below. To
update click the appropriate area.

Pay Periods
[Add / Modify / Delete] Pay Periods

Security & Departments
[Add / Maodify / Delete] Departments and Security

Employees & Pin Numbers
[Add i loyees & Pin Numbers

Holidays
[Add / Modify / Delete] Holidays

Table Maintenance
[Define / Madify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

It computing services, inc.

www.itcomputing.net

MANAGE FEATURES

Administer the WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custom format.

Job Costing

[Add / Modify / Delete] Job Costing Information and Reporting.

Process Holidays

[Process] Holidays during selected pay period, adding holiday
time to each employee. Feature should only be used after the
pay period is complete, before downloading payment data.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts.

INFORMATION CENTER

Information about your application.

Client ID:
Version: 7.00 dev
Users: 80-0

Active Employees: 73
Employee Info

IN: 4
NOT IN: 69
View Report: Who is INJOUT

View Report: Who is LATE in/EARLY out

View Training Video

17
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U Holidays

Administer

Department: -ALL- <-- Click to change Employee || Documentation || Suppaort || Password || Logout

Holiday Management

u HOllday Setup Return to Admin

Select Add a Holiday

. Action Date Description Pay Code
to Setup a new Holiday ,
# |0 01/01/2007  Mew Year's Day HOL
# |0 12/25/2006  Christmas Day HOL
.. . . V4 | B io/02/2006 Holiday process test H
u HOllday Maintenance # | W 07/04/2006  Independence Day  HOL

Select the Pencil to
Maintain an existing
Holiday Observe Date,
Description, and/or
Pay Code

ITCS WebClock - Copyright i© 2001-2006 IT Computing Services, Inc.

* Date: 010172007

* Descripbion: |New Year's Day
Pay Code: HOL
Processed F

ZtCS ITCS WebClock - Copyright i© 2001-2006 IT Computing Services, Inc.

It computing services, inc.

www.itcomputing.net 18
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U Process Holidays

It computing services, inc.

www.itcomputing.net

Administer

U Manage Features

Administer

Manage

Employee || Documentation || Support ||

Department: -ALL- <-- Click to change Password || Logout

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

DEFINE THE COMPANY MANAGE FEATURES INFORMATION CENTER

To SETUP the WebClock follow the link order below. To update | Administer the WebClock Features. Information about your application.
click the appropriate area.

Payroll Export - CUSTOM format

Pay Periods Prepare Payroll for Export in Custom format. Client ID:
[Add / Modify / Delete] Pay Periods Version:

Job Costing Users: 80-0
Security & Departments [Add [ Modify LDialabadebesb i

Active Employees: 73

[Add / Modify / Delete] Departments and Security

Process Holidays

[Process] Holidays during selected pay period, adding holiday |} EMplovee Info

Employees & Pin Numbers

[Add / Modify / Delete] Employees & Pin Numbers time to each employee. Feature should only be used after the IN: 4
pay period is complete, before downloading payment data NOT IN: 59

Holidays

[Add / Modify / Delete] Holidays Schedule Definitions View Report: Who is IN/OUT
[Add / Modify / Delete] Schedule Information, [Report]

Table Maintenance Scheduling Data, or [Set] Employee Shifts.

. ! . . View Report: Who is LATE in/EARLY out
[Define / Modify] - Use this feature to update system options

and direct overrides feature tables. R
View Training Video

Edit Option Settings

[Review / Modify] - Update system options.

19
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U Process Holidays

U Select the
appropriate Holiday
and click Process

U Once a holiday has
been Processed it will
show as UnDo- in the
event for example: a
Holiday was processed
too early 7 you would
Click UnDo and
reprocess the holiday
at a date closer to the
Holiday

1LCs

It computing services, inc.
www.itcomputing.net

U Processing Holidays

Administer

Employee || Documentation || Support ||
Pa

Department: -ALL- <— Click to change assword || Logout

Holiday Processing

Back to Admin Menu

Process | Holiday Name |Holiday Date PayCode
Independence Day |07/04/2006 HOL
[[Process | |christmas Day  |12/25/2006 HOL

New Year's Day  |01/01/2007 HOL
Labor Day 2007 |09/03/2007 HOL
USMC Birthday  |11/10/2007 HOL
Ground Hogs Day | 10/01/2008 7phol

UNDO |Holiday Name Holiday Date PayCode

UnDa Thanksgiving 11/22/2007 Hal

UnDo Independence Day |07/04/2007 HOL

When you click the Process butten next to the selected Holiday,
All active Employees with at least 30 days service will be updated with Holiday Time as follows:
Full-Time employees: 8 hours
Part-Time employees: 0 hours
Limited employees: 0 hours

Or, if you click the UnDo button next to a selected Holiday,
All previously-entered time records for that holiday date
will be completely removed.

20
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U Payroll Export:

It computing services, inc.

www.itcomputing.net

Payroll Export

U Manage Features

Administer

Department: -ALL- <— Click to change

Manage

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

Administer

Employee || Documentation || Support ||
Password || Logout

DEFINE THE COMPANY

To SETUP the WebClock follow the link order below. To update

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custom format.

click the appropriate area.

Pay Periods
[Add / Madify / Delete] Pay Periods

Security & Departments
[Add / Madify / Delete] Departments and Security

Employees & Pin Numbers
[Add / Madify / Delete] Employees & Pin Numbers

Holidays
[Add / Madify / Delete] Holidays

Table Maintenance
[Define / Modify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

MANAGE FEATURES

Administer the WebClock Features.

Job Costing

Process Holidays

[Process] Holidays during selected pay period, adding holiday
time to each employee, Feature should anly be used after the
pay period is complete, before downloading payment data.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Emplayee Shifts.

>

[Add / Modify / Delete] Job Casting Information and Reporting.

INFORMATION CENTER

Information about your application.

Client ID: -ites
Version: 7.00 dev
Users: 80-0

Active Employees: 73

Employee Info

IN: 4
NOT IN: 69
View Report; Who is IN/OUT

View Report: Who is LATE in/EARLY out

View Training Video
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Administer

Jepartment: -ALL- <-- Click to change

tlue: -ALL-
pe: Payroll Export Custom
inction Selected: REPORT

1LCs

It computing services, inc.

www.itcomputing.net

U Payroll Export

= Select Appropriate Group/Pay Period ready for Export

Back to Administer

Pa

i Start of Period End of Period
eriod

Group P

— \\/2ekly 432007 10/24/07 12:00 AM 10/30/07 11:59 PM
Weekly 422007 10/17/07 12:00 AM 10/23/07 11:59 PM
Weekly 412007 10/10/07 12:00 AM 10/16/07 11:59 PM
Weekly 402007 10/03/07 12:00 AM 10/09/07 11:59 PM
Weekly 392007 09/26/07 12:00 AM 10/02/07 11:59 PM
Weekly 382007 09/19/07 12:00 AM 09/25/07 11:59 PM
Weekly 372007 09/12/07 12:00 AM 09/18/07 11:59 PM
Weekly 362007 09/05/07 12:00 AM 09/11/07 11:59 PM
Weekly 352007 08/29/07 12:00 AM 09/04/07 11:59 PM
Weekly 342007 08/22/07 12:00 AM 08/28/07 11:59 PM
Weekly 332007 08/15/07 12:00 AM 08/21/07 11:59 PM
Weekly 322007 08/08/07 12:00 AM 08/14/07 11:59 PM
Weekly 312007 08/01/07 12:00 AM 08/07/07 11:59 PM
Weekly 302007 07/25/07 12:00 AM 07/31/07 11:59 PM
Weekly 292007 07/18/07 12:00 AM 07/24/07 11:59 PM
Weekly 282007 07/11/07 12:00 AM 07/17/07 11:59 PM
Weekly 272007 07/04/07 12:00 AM 07/10/07 11:59 PM
Weekly 262007 06/27/07 12:00 AM 07/03/07 11:59 PM
Weekly 252007 06/20/07 12:00 AM 06/26/07 11:59 PM
Weekly 242007 06/13/07 12:00 AM 06/19/07 11:59 PM

Employee || Documentation || Support |

Administer

sword || Logou
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Administer

U Payroll Export

.. . Payroll Export for Skyline Steel Inc.
U Payroll Export is complete

U Left Click the link to review
Payroll data exported

eft-Click to review| or right-click to download the data file -> Export AlphaStaff Data

U Exported Data is pulled into

.csv file ready for use B%;A - = C D E F [ G H | ] K 1
with your company Payroll 1 5, RIS EIME O nav e s e e one
SyStem. j 212345 |TEST EMPLOYEE 10/23/2007 QT 103.77 6094
5
il Right Click the link and Select
Save Target Ase 3
file to your local computer to 10

E-mail to your payroII Payroll Export for Skyline Steel Inc.
company for processing.

t-Click to review or|right-click to download the data filg -> Export AlphaStaff Data

Qpen
Open in Mew Tab
Open in Mew Window

Save Target As...

Print Target

AtCS

It computing services, inc.

www.itcomputing.net 23
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Job Costing

Costing

U Manage Features

Administer

Department: -ALL- <- Click to change

Manage

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

Administer

Employee || Documentation || Support ||
Password || Logout

It computing services, inc.

www.itcomputing.net

DEFINE THE COMPANY

To SETUP the WebClock follow the link order below. To update
click the appropriate area.

Pay Periods
[Add / Modify / Delete] Pay Periods

Security & Departments
[Add / Modify / Delete] Departments and Security

Employees & Pin Numbers
[Add / Modify / Delete] Employees & Pin Numbers

Holidays
[Add / Modify / Delete] Holidays

Table Maintenance
[Define / Modify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

MANAGE FEATURES

Administer the WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export jn Custom format.

Job Costing
[Add / Modify / Delete] Job Costing Information and Repartin

Process Holidays

[Process] Holidays during selected pay period, adding haliday
time to each employee. Feature should only be used after the
pay period is complete, before downloading payment data.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts.

INFORMATION CENTER

Information about your application.

Client ID: -itcs
Version: 7.00 dev
Users: 80-0

Active Employees: 73

Employee Info

IN: 4
NOT IN: 69
View Report: Who is IN/OUT

View Report: Who is LATE in/EARLY out

View Training Video
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U List Active Tasks
U Add New Projects

U Maintain Existing
Projects

U View Costing Reports

1LCs

It computing services, inc.

www.itcomputing.net

U Job Costing

Administer

Department: -4LL- <-—- Click to change

Manage
Employee || Documentation || Support || Password || Logr
Costing
O List Active Tasks
O List Inactive Tasks
) Costing Report
Back to Administer

ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.
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U Add New Projects

1tCSs

It computing services, inc.
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U Job Costing

Select Add New Project

swebLOCK

Administer

-
»

Active Task List
Modify Dalets Chant Task Descrobon Stat End Cost Fee Hours

Add now Project

Enter in all Costing data for new project

mjeh CLOCK

Administer

Back to Costing Maru List Aotvee Tasks List Inactive Tasks
Client: user-defmed .
Task: user-defmed \ Tash
Description: user-definad Darseription
Start Date: Project Start Date Start Dae
End Date: Project End Date /if * farmat mrmydd pery *
ONEOINE project suter year 23 2 End Date
future date ex 2020 PP S——
Cast: cost of ragourcs st
Fee: cost to customer Faw
Hours: = of hrs allotted to task Hicwurs
SI.I]JE-'I"‘I.'.i,S;]I‘: Sﬂ&ﬂ ':'Ippi’l}pfi.ETE Suparvisor: | ibcsll =
from drop-menu [ aD0 ]
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U Maintain Existing
Projects

1tCSs

It computing services, inc.
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U Job Costing

— Select M to modifv costing project data

HEPCLOCK

Administer

Active Task List Add new Project
Modidy Dhelete Chent Tagk Desonphon | Shak End Coft | Feg Hourg
M (8 bESt tesk test 00801 0301720 0,00 $0.00 0

It-'t'.'r.' CLOCE

Administer

et Task
okt Cogtanig kignd List Active Tagks LisE Inachwve Tasks
st
To change Status of task Select =
the drop-menu and select Active . [wat
or Inacm'e.— highly .recnm.m&nd =
NOT Deleting a project but  forrregt e ey *
rather to set a project as mactive 014012020
& Fomaat i ddfyyy *
Click UPDATE to zave changes e
Fee: 00000
Hours: 0

Status: Aclwe v

SupErTEor; inactivg
nachi

UFGATE | I
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U Job Costing

— Select Report Tvpe

Select Date Criteria

U View Costing Reports [ Select Go to generate report

wweh cLOCK

dminister

Casting Report

Salect Repart Tios

OBy Chent/Tazk: |tosl : last &

-

L O by Chant: |lesl ¥
O all Actveg

Satect Dale Critany

OBy Pay Group & Peviod: weekhyl « X008 « Dec 22 2008 thiough Dec 29 2008

By Date Rangs through

O &l Dates

GO -l
*

Sample Costing Report
— Costing Report is available for Export
Detailed Export will show all costing report details
Summary Export will show: Task, Hours, Actual Cost, Fee, and Difference

mwehcLoGK

Costing Report
s A Active St/ Tasks
augr aN Sadg
|L Expart Dutail Export Summary |
1D Employee Comment Date Hours c'g;,".' Fen Difference
1 Best, test 090 106 2.00 §0.00 §0.00
1 bast, tast - 0% 1E/0E TE2 $0.00 §0.00

Subtatal: 9.62 §0.00 $0.00 $0.00
Clisnt Total: 9.62 $0.00 $0.00 §0.00
P Grand Tetal: 962 £0.00$0.00 Eno0

It computing services, inc.

www.itcomputing.net
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U Schedule
Definitions

It computing services, inc.
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Scheduling Setup Administer

U Manage Features

Administer

Manage

Employee || Documentation || Support ||

Department: -ALL- <-- Click to change Password || Logout

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

DEFINE THE COMPANY

To SETUP the WebClock follow the link order below. To update
click the appropriate area.

Pay Periods
[Add / Modify / Delete] Pay Periods

Security & Departments
[Add / Modify / Delete] Departments and Security

Employees & Pin Numbers
[Add / Modify / Delete] Employees & Pin Numbers

Holidays
[Add { Modify / Delete] Holidays

Table Maintenance
[Define / Modify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

MANAGE FEATURES
Administer the WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custom format.

Job Costing

[Add / Modify / Delete] Job Costing Information and Reporting.

Process Holidays

[Process] Holidays during selected pay period, adding holiday
time to each employee. Feature should only be used after the
pay period is oading payment data.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts.

INFORMATION CENTER

Information about your application.

Client ID:

Version:

Users: B0-0
Active Employees: 73

Employee Info

IN: 4
NOT IN: 59
View Report: Who is IN/OUT

View Report: Who is LATE in/EARLY out

View Training Video
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U Create/Edit
Schedules

U Assign
Employees to
Schedules

U View Reports
based on
schedules

1LCs

It computing services, inc.

www.itcomputing.net

Administer

U Schedule Management

Administer

Employee || Documentation || Sup

Department: -ALL- <— Click to change password ||

Schedule Management

Scheduling

) Create/Edit Default Schedules
O Assign Employees to Schedules
Reports

O Show Schedules by Employee
O wWho is Late In/Early Out

O Report Absenteeism for Period

Back to Administration

ITCS WebClock - Capyright @ 2001-2007 IT Computing Services, Inc.
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U Schedule Management

Select the appropriate link to Create or Edit a schedule
Add new Standard Schedule to Create <
Select the name of the existing schedule to Edit

U Create/Edit

Schedules

Enter the Appropriate schedule definitions
Schedule Name: User Defined
Pay Code: Leave Elank
Default Schedule: Only check this box for 1 schedule — suggest selecting this

on the schedule most employees will apply.

Beside each Day enter the Start and End Times for this schedule
Select Save to addupdate this Schedule

*Note: ITC5-WebClock will create a 24-hour sche dule when this option is enabled, as a schedule

j Z CS must exist. We highly recommend keeping the 24-hour schedule (by entering a Start time of 12:00:00

. y = . AM and End time of 11:59:59 PM) for those employees not bound to a schedule.
1t computmg SCrviCces, 1nc.

www.itcomputing.net

Administer
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U Schedule Management
— Select the Edit pencil beside the appropriate emplovee to assign a schedule

U Assign
Employees to
Schedules R ——— N

—r
s
v
E

Select Schedule: select the appropriate schedule from the
Drop-menu to assign this emplovee.
Select OK to assign the emplovee to the selected schedule.

Employee Schedule Assignment

slact Srhuids b o Foidui B #al W e

|

It computing services, inc.
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Administer

U Schedule Management

Administer

Employee || Documentation || Support ||
Password || Logout

Department: test <— Click to change

Who is Late In /Early Out

U VI eW Repo rts Back to Scheduling
based on Select Date =

S C h ed U | eS Department: test

Modify Emp ID Employee Name Department Sched In Actual In Sched Out Actual Out

Department: Test

rd 1 Ann Archer Test 09:00 AM 12:13 PM 05:00 PM 05:00 PM
/ 117 117, Employee Test 12:00 AM D8:00 AM 12:00 AM 0D4:48 PM
/ 120 120, Employee Test 09:00 AM 02:25 PM 05:00 PM 03:27 PM
/ 120 120, Employee Test 09:00 AM 09:15 PM 06:00 PM 09:30 PM
& 120 120, Employee Test 09:00 AM 09:15 PM 09:00 PM 10:15 PM
V4 120 120, Employee Test 12:00 AM 09:15 PM 12:00 AM 10:15 PM
rd 120 120, Employee Test 12:00 AM 09:15 PM 12:00 AM 09:15 PM
/ 120 120, Employee Test 12:00 AM 11:30 PM 12:00 AM 0D1:00 AM
/) 176 176, Employee Test 12:00 AM 10:06 AM 12:00 AM 10:06 PM

Administer Manage

Employee || Documentation || Support ||

Department: -ALL- <-- Click to change Password || Logout

Employees Absent within Period

Back to Scheduling

Employee Day(s)

EmpID Name Absent

Dept: BarnesDemoDept
5 5, Employee Wednesday - 10/31/2007

ZtCS 5 5, Employee Thursday - 11/01/2007

It computing services, inc.

www.itcomputing.net 33
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U Product Information
- Client ID
Version of WebClock
User License
Active Employees
Employee Info
* Employees IN
* Employees NOT IN

View Report:
U Who is INJOUT

U Who is Late in/Early out

1tCs

It computing services, inc.

www.itcomputing.net

Information Center

U Information Center

Administer

Administer

Department: -ALL- <-- Click to change

This area of the WebClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.

Employee || Documen

Pa

DEFINE THE COMPANY

To SETUP the WebClock follow the link order below. To
update click the appropriate area.

Pay Periods
[Add / Modify / Delete] Pay Periods

Security & Departments
[Add / Modify / Delete] Departments and Security

-
Ei

ploy & Pin S
[Add / Madify / Delete] Employees & Pin Numbers

Holidays
[Add / Modify / Delete] Holidays

Table Maintenance
[Define / Modify] - Use this feature to update system options
and direct overrides feature tables.

Edit Option Settings
[Review / Modify] - Update system options.

MANAGE FEATURES
Administer the WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custom format.

Job Costing

[Add [/ Modify / Delete] Job Costing Information and Reporting,

Process Holidays

[Process] Holidays during selected pay period, adding holiday
time to each employee. Feature should only be used after the
pay period is complete, before downloading payment data.

Schedule Definitions
[Add [ Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts.

INFORMATION CENTER

Information about your application.

Client ID: . itcs
Version: 7.00 dev
Users: 80-0

Active Employees: 73

Employee Info

IN: 4
MNOT IN: 69
View Report: Who is IN/OUT

View Report: Who is LATE in/EARLY out

View Training Video
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Manage
U Used perform time
management functions.

Review & Modify:
-Employee Time

- Create Shift Records
-Approve Time

-Access the Job Costing
Module

- Create/Edit Schedules

1LCs

It computing services, inc.
www.itcomputing.net

Manage Features

U Manage

Administer

Department: -ALL- <-- Click to change

Manage

Manage

Employee || Documentation || Support ||

Password || Logout

This area of the WebClock is used to manage employee time and attendance features.
After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time information.

EMPLOYEE TIME

Click on the links below to review or modify time records by
Employee.

Active Employee List
[Review / Modify] Personnel Information or drill through time
records by Employee.

Add a Shift Record
[Add] FastAdd a shift record for an Employee.

Approve Time
[Review / Approve] Review and Approve Employee Time.

Feature should only be used after the pay period is complete.

TIME MANAGEMENT

Review and Report from the WebClock Features.

Job Costing
[Review / Manage] Job Costing Information and Reporting.

Schedule Definitions
[Add / Modify / Delete] Schedule Information, [Report]
Scheduling Data, or [Set] Employee Shifts.

INFORMATION CENTER

Infarmation about your application.

Client ID:

Version:

Users: 80-0
Active Employees: 73

Employee Info

IN: 24
NOT IN: 49
View Report: Who is IN/OUT

View Report: Who is LATE in/EARLY out

Wiew Training Video

35



’UC)[} CLOCK Manage

u Edit Employee Time Records

Administer Manage

U Active Employee List

tion || Support ||
word || Logout

. Employee || Documenta
Department: -ALL- <-- Click to change kvl e um-ar‘;

This area of the WebClock is used to manage employee time and attendance features.
After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time information.

EMPLOYEE TIME TIME MANAGEMENT INFORMATION CENTER

Click on the links below to review or modify time records by Review and Report from the WebClock Features. Information about your application.
Employe

Job Costing
Active Employee List [Review / Manage] Job Costing Information and Reporting. Client ID: itcs
[Review / Madify] Personnel Information or drill through tim Version: 7.00 dev
geords by Employee. Schedule Definitions Users: 80-0

[Add / Modify / Delete] Schedule Information, [Repart] X .
Add a Shift Record Scheduling Data, or [Set] Employee Shifts. Active Employees: 73
[Add] FastAdd a shift record for an Employee.

Employee Info

Approve Time IN: 24
[Review / Approve] Review and Approve Employee Time. NOT IN: 49

Feature should only be used after the pay period is complete.
View Report: Who is INJOUT

View Report: Who is LATE in/EARLY out

View Training Video

1tCs
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www.itcomputing.net 36



sveh CLOCK

Manage

U Active Employee List

Manage

U E d | t Em p I Oyee Tl me Department: tast Employee || Documentation || Suppoart || Password || Logout
Records By Selecting the
Pencil 57’) beside the
appropriate Employee ID

Active Employee List: Form

AF: Active Full Tirme | AP: Active Part Time

Back to Manager Menu

Print Modify ID Group Name Hire Date Home # Status
|
Department: TEST

pe / 99999992 monthly Barnes, Maria 01/01/95 AP

e # 99999994 biweekly  Code & Bw PT, TESTER 01/01/01 AP

e # 99999996 monthly Code & M PT, TESTER 01/01/04 AP

e # 99999997 manthly Code & M, TESTER 01/01/00 AF

e # 99999999 midmaonth Code & MM, TESTER 01/01/02 AF

e # 99999993 maonthly Code B M, TESTER 01/01/94 AF

e #  99999990midmonth  Code C MM PT, TESTER 01/01/90 AP

P # 99999991 midmonth Code C MM, TESTER 01/01/89 AF

1LCs

It computing services, inc.
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U Select the Pay Period of
the affected shift record

U Select the pencil # beside
the appropriate shift Record

1LCs

It computing services, inc.
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U Edit Employee Time 1

Yalue:

Type:

99959995

T TPTR

Function Selected: MODIFY

Manage

Type:
Filter Group:

Update Delete Supv/Dept Pay Period Pay Week

AR

NNNNNNNNN

Administer

L 3 1 3 1 1 7]

Department: -ALL- <-- Click to change

Puncher, Clock - 9998
Weekly
Function Selected: MODIFY

Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test

Add SHIFT Current Hours and
Record TimeShest Description
Start

422007
422007
422007
422007
422007
422007
422007
422007
422007
422007
422007

Pay

Group Period
biweekly 222008
biweekly 2120086
biweekly 202006
biweekly 192006
biweekly 122006

R e e e e L

Punch

Back to Manager Menu

Start of Period

10/23/06 12:00 AM
10/09/06 12:00 AM
09/25/06 12:00 AM
09/11/06 12:00 &AM
08/28/06 12:00 AM

2 || Documentation || S

End of Period

11/05/06 11:59 PM
10/22/06 11:59 PM
10/08/06 11:59 PM
09/24/06 11:50 PM
09/10/06 11:59 PM

Manage

10/23/07 12:45 PM
10/25/07 04:00 AM
10/25/07 04:00 AM
10/25/07 05:30 AM
10/25/07 01:45 PM
10/25/07 03:30 PM
10/26/07 10:15 AM
10/26/07 10:30 AM
10/26/07 10:30 AM
10/27/07 10:00 PM
10/27/07 11:00 PM

Employee
Histary

End

10/23/07 11:45 PM
10/25/07 05:30 AM
10/25/07 04:30 AM
10/25/07 01:30 PM
10/25/07 04:00 PM
10/25/07 03:30 PM
10/26/07 10:15 AM
10/26/07 10:30 AM
10/28/07 12:00 AM
10/28/07 12:00 AM
10/28/07 12:00 AM

Total Hours: 49.25

Updated

10/25/07 09:23 AM
10/25/07 01:33 PM
10/25/07 01:32 PM
10/25/07 01:34 PM
10/26/07 10:03 AM
10/25/07 03:28 PM
10/26/07 10:11 AM
10/26/07 10:30 AM
10/29/07 08:16 AM
10/30/07 10:15 AM
10/30/07 09:29 AM

Back to
Administer

pport || Pa

Manage

Employee || Documentation || Support ||
Password || Logout

Hours Shift Customer/Job Type

11.00
1.50
-0.50
8.00
2.25
0.00
0.00
0.00
24.00
2.00
1.00

[ N R N

020-C U Medical Medified
020-C U Medical Medified
020-C U Medical Modified
9899: larry Added
020-C U Medical Medified
020-C U Medical

020-C U Medical

020-C U Medical
Act-12345: Deve

020-C U Medical Added
020-C U Medical Added

ord || Logout
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U The selected shift record
will display

U Edit the record with the
correct data

U Comments are required
when editing an employee
shift record

uUSel ect i OKO

the shift record

1LCs
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Manage

U Edit Employee Time i Punch

Manage

Department: test Employee || Documentation || Support || Password || Logout

MODIFY RECORD

Period: 222006, Week: 1 Start: 2006-10-23 00:00:00.0, End: 2006-10-29 23:59:59.137

Employee ID; 99999995
Fmnloyee:

Supervisor: TEST
~Il Pay Group: biweekly

ORIGINAL TIME
START SHIFT:

NON-CHARGE START:
NON-CHARGE END:

MODIFY TIME
10/24/06 08:00:00 aM START SHIFT:

NON-CHARGE START:
NON-CHARGE END:

1042406 08:00:00 Ahkd E] * format mm/ddfyy hhimm am/pm

END DATE: 10424406 03:00:00 PM END DATE: 10/24/06 03:00:00 P E] * format mmydd/yy hh:mm am/pm
Client/Task: 1113: standard work Client /Task: 1113: Standard Work v
Location: TEST Location: TEST v

HOURS: 7.00

o update

COMMENTS: [comments are required when editing employee shift records

Add
MonCharge [/
Break /
Lunch
Recard

Back to Employee Time
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U Active Employee List
U Add a Shift Record

U Approve Time

1tCs

It computing services, inc.
www.itcomputing.net

Manage

u Employee Time

Administer Manage

n || Support ||

Employee || Documen
Password || Logout

Department: -ALL- <-- Click to change

This area of the WebClock is used to manage employee time and attendance features.
After setup is complete and time is tracked, use the Manage area to MANAGE, review and modify time information.

EMPLOYEE TIME TIME MANAGEMENT INFORMATION CENTER
Click on the links below to review or modify time records by Review and Report from the WebClock Features. Information about your application.
Employee.
Job Costing
Active Employee List [Review / Manage] Job Costing Information and Reporting. Client ID: itcs
[Review / Modify] Personnel Information or drill through time Version: 7.00 dev
records by Employee. Schedule Definitions Users: 80-0
[Add / Modify / Delete] Schedule Information, [Repart] X .
Add a Shift Record Scheduling Data, or [Set] Employee Shifts. Active Employees: 73

[Add] FastAdd a shift record for an Employee.
Employee Info

Approve Time IN: 24
[Review / Approve] Review and Approve Employee Time. NOT IN: 49
Feature should only be used after the pay period is complete.
View Report: Who is INJOUT

View Report: Who is LATE in/EARLY out

View Training Video




sveh CLOCK

Manage

U Active Employee List

U Review / Modify Manage
PerSO nn el Info rm atl on Departrnent: test Employee || Docummentation || Support || Password || Logout

Active Employee List: Form

udrill through time
records by Employee AF: active Full Time | AP: active Part Time

Back to Manager Menu

Print Modify 1D Group Name Hire Date Home # Status
|
Department: TEST

~ / 99999992 monthly Barnes, Maria 01/01/95 AP

e # 099999994 hiweskly  Code A BW PT, TESTER 01/01/01 AP

e # 99999996 monthly Code & M PT, TESTER 01/01/04 AP

A # 99990997 monthly Code 4 M, TESTER 01/01/00 AF

A # 99999999 midmaonth Code & MM, TESTER 01/01/02 AF

e # 99999993 maonthly Code B M, TESTER 01/01/94 AF

e #  99990990midmonth  Code C MM PT, TESTER 01/01/90 AP

pe # 99999991 midmonth Code C MM, TESTER 01/01/89 AF

1LCs
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U Select the appropriate
employee from the drop-menu

U Add the shift record for the
selected Employee

1LCs

It computing services, inc.

www.itcomputing.net

Manage

U Add a Shift Record

Manage

Department:

SHIFT RECORD ADD - Select Employee

(.Select Employee: | Code A MM, TESTER - TEST OD

Back to Manage

ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.

Manage

Department;: test Employee || Documentation || Support || Password || Logout

SHIFT ADD

Employee ID; 33992392 Supervisor: TEST
Employee: Code & MM, TESTER Pay Group: midmonth

START SHIFT: [] * format mm/dd/yy hhimm am/pm
END SHIFT: E] * farmat mm/ddfyy hhemm am/pm
Location: TEST v
Client/Task: 1113 Standard Work «

COMMENTS:

Back to Manage

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.
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Approve Time Manage

U Approve Time

Approve Time

Weekly & Bi-Weekly will uze the Approve Time
Ad-Monthly & Monthly will uze the Approve Time By Date

U Approve Employee

Time
1% Select the Manage Tab

|_ 222 Select Approve Time

U This is the first step in
the Payroll Processing
Flow.

webcLOCK

Manage

U Ap p rove TI m e This area of the [TCS-WabClodk is used to manage emgloyes bme and attendance features.
After setup is complety and tme i tracked, use the Manage area to MANAGE, review and modéy time information.
used to approve
. EMPLOYEE TIME TIME MAMAGEMEMNT INFORMATION CEMTER
Weekly/BI_Weekly pa-y Chick on the lnks balow to review or modify] time Beview and Report from the [TCS-wWabClock Infoenation about your application.
. racords by Emplayes. FRatures.
periods
Active Employes List Jub Costing
[Review | Maddy] Parsannal Infarmation or ldall [Raview J Manage] lob Costng Infarmabion and
Ehrdegh bifs recordd by Emplayas Baparting.
'] i Add a Shift Becord Alternate Payment Types
u Ap p rove TI m e By Da'te [add] Fastadd a shift recond for an Employeds. [Revigw / Manage] alternate Payment Information
and Regparting Employes [nfo
used to approve Approve Time <4 i
) [Enn;-vlug..- ,.:,rr_.r_..._-..rﬂ n.:-v.._.T drig Cu_*-;lrt\'l;' oot T;:Iq: o Rzuunh . HOT IN:
- raployes Time, Featurs should only be vadd sfoer [Appnowe [ Reject | Cancel) Raview emplayes time
M onth Iylse ml month Iy pay thié pay pémad 2 cn'npll.'bul . gstrlz'_?:'.u:h. C-d:ltu;-'ul warkflow Subdmation Vigw Rapot: Wha i TNFOLIT

periods

tCS

It computing services, inc.
www.itcomputing.net

Approve Time by Date %
[Review [ Approve] Raview and Aporove
Employes Time, Reconoles betwaen
Maonthiy/BiMonthly paynoll pemnods and
WeaklyBiWeakly WebClack pay penods

Timae Accrual Balances
[Report] Report on Emplayes Time OFf balances,

Work Locations
[REview] Report on amgloyses working = mulbple
work [ocations.

Yiew FReport: Who |5 LATE in/EARLY out

Wiew Training video

43
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U Select the appropriate
Group beside the Pay
Period ready for Approval

tCS

It computing services, inc.

www.itcomputing.net

U Approve Time
Weekly/Bi-Weekly Pay Periods

Approve Time (Weekly and Bi-Weekly)

— 3% Select the Weeklv or Bi-Weeklv Group next to the appropriate Pav Period

ll'(’/}«:[,()(.}; ZtCS
Back 0 Adminatee

Vabos ALL

Typet APPROVAL REORT

Fumation Salacted REPOST

Growp Dgrak‘;d Start of Period End of Period

Manage

44
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U  This is the Approval
screen. From here you
can Approve or
Unapprove Employee
time

i Theareacircledin red
is where you click to
Apv or UnApv an
i ndividual
time

i Click once and it will
change the area
highlighted in yellow
from Unapproved to
Approved.

0  Click the same spot
again and it will change
it back.

U  You also have the
ability to Approve or
Unapprove All by
clicking on the
appropriate buttons in
the center of the
screen

1LCs

It computing services, inc.

www.itcomputing.net

U Approve Time

Manage

Department: test

Manage

e || Docurmnentation || Support || Pass

rd || Logout

Er

mpl oyeeds

Emplovee

D Action

Employee Name

Department: TEST

99999994 Code A BW PT, TESTER

0999999095 Cohrs, Brian
9999999 Flanagan, Bill
111 Test, Lael

Report Totals:

Approval Report

Department: test

Approve All ] [ Undpprove All

Back to Management

Begular .
Hours 0T Hours Holiday
35.00 0.00 .00
20.00 0.00 0.00
76.00 0.00 0.00
0.0o0 0.0o 0.00
191.00 0.00 0.00
191.00 0.00 0.00

PTO

0.00
0.00

4.00

0.0o0

4.00
4.00

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.

Employvee Mahager

Total Hours Approved  Approved

35.00 Unapproved Unspproved
g0.00 Approwved  Approved
80.00 Approved

0.00 Unapproved UnApproved

195.00
195.00

45
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Manage

U Approve Time

Here Employee #1 had

their time changed from
Unapproved to Approved

as reflected in the
AManager Appro

The area under
now ShOWS U nApV and Department: -ALL- Group: Weekly Pay Period: 432007
the area in Yellow under l
AManager Appro
shows Approved

You can change the
Approval Status as many Department: BarnesDemoDept
1 1 5 Apv 5, Employee 16.00 0.00 0.00 16.00 nApproved UnApproved
tlmes as reqUIred' BarnesDemoDept - Period Totals: 16.00 0.00 0.00 16.00
Once you approve the Department: Duran Demo Dept

. . 2 Apv Albert Einstein 0.00 0.00 4.00 4.00 UnApproved UnApproved
Employee tlme; you WI“ [ 1 uniov Ann Archer ] 0.00 0.00 3.00 3.00 nAEEroved Appf(:ved
be taken to a Change Duran Demo Dept - Period Totals: 0.00 0.00 7.00 7.00
confirmation screen

Administer Manage

Employee || Documentation || Support ||

Department: -ALL- <-- Click to change assword || Logout

Approval Report

Approve All ] { UnApprove All J

Back to Administer

Regular
Hours

Employee Manager
Approved Approved

Employee
ID

Action Employee Name OT Hours Holiday  Total Hours

1LCs

It computing services, inc.

www.itcomputing.net
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u When you click the
Approved or Unapproved
link on the previous
screen, it will bring you
to this screen

u This screenis a
confirmation that the
Approval status you
requested has been
changed

u Click on the
Approval Repo
and you will be returned

Manage

U Approve Time

Administer

Manage

Report

Department: -ALL- <- Click to change Employee || Documentation || Support || Password || Logout

TIME SHEET APPROVAL FUNCTION

STATUS: TIME SHEETS APPROVED
\Area: -ALL-

Employee 1D: 9612

Fay Period: 05/16/06 - 05/31/06
Datestamp: 053/25/2006 11:26:27 AM

Back to Approval Report
ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.

to the AApproval Reporto

1LCs

It computing services, inc.

www.itcomputing.net
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web CLOCK

Report
U Reporting on
attendance data.

Period and Audit
Reports:

-Produce Timesheets
- Period Reporting
-Overtime Reporting
-Audit IP Addresses
-No Breaks

-Any Changes
-Rounding Suspects

1LCs

It computing services, inc.

www.itcomputing.net

Report Overview

Administer

Department: -ALL- <-- Click to change

Report

|| Docum

This area of the WebClock is used to create employee time and attendance reports.
After setup is complete and time is tracked, use the Report area to REPQRT, review and modify time information.

ation || Support ||
assword || Logout

TIME REPORTS

Click on the links below to report or drill into time records by
Employee.

Timesheet Report
[Report] Create a complete Timesheet report for selected
department or the complete company, based on Pay Weeks.

Standard Period Hours Report

[Report / Drill] Report on hours for the entire period, based on
weekly or biweekly. You may drill into time records by
employee.

Weekly Hours Report
[Report / Drill] Report on hours for the week. You may drill into
time records by employee.

Date Range Report
[Report / Drill] Report on hours by Date or Date Range.

Time Sheet Data Report
[Report] Report/Export Time Sheet base data by Date or Date
Range.

Approaching Overtime Report
[Report] Enter hours and report on Employees Approaching
Overtime

Overtime Report
[Review / Maodify] Report on hours for a period, only showing
those employees who have earned overtime.

Employee List
[Report] Listing of employees and contact information.

AUDIT REPORTING

Review time pattern and possible fraud.

IP Address - Location Exceptions
[Review] Report identifies the location of the computer used to
punch in.

Mo Breaks in a Worked Shift
[Review] A listing of all employees that have worked over 8
hours without a break. Potential forced overtime.

No Worked Shifts in a Period
[Review] A listing of all employees that have not worked any
shifts in a period. Helps find any non-working employees.

Shift Anomaly
[Review] A listing of all employees that have worked over 10
haurs ar who have not clocked out after more than 10 hours.

Change Report
[Review] Reason report for time changes.

Hours and Descriptions
[Review] List the hours worked with descriptions. Export to a
file for further analysis.

Rounding Suspects
[Review] List time that maximize rounding calculations.
Determines benefit of minute rounding.

INFORMATION CENTER

Information about your application.

Client 1D:

Version: [
Users: 80-0
Active Employees: 73

Employee Infa

IN: 23
NOT IN: 50
View Report: Who is INJOUT

View Report; Who is LATE in/EARLY out

View Training Video

48
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U Time Reports
-TimeSheet Report

- Standard Period
Hours Report

- Weekly Hours Report
- Date Range Report
-Overtime Reports

-Employee List

1tCs

It computing services, inc.

www.itcomputing.net

U Time Reports

Administer

This area of the WebClock is used to create employee time and attendance reports.
After setup is complete and time is tracked, use the Report area to REPQRT, review and modify time information.

Report

e || Document:
P

tion || Support ||
word || Logo

TIME REPORTS

Click on the links below to report or drill into time records by
Employee.

Timesheet Report
[Report] Create a complete Timesheet report for selected
department or the complete company, based on Pay Weeks.

Standard Period Hours Report

[Report / Drill] Report on hours for the entire period, based on
weekly or biweekly. You may drill into time records by
employee.

Weekly Hours Report
[Report / Drill] Report on hours for the week. You may drill into
time records by employee.

Date Range Report
[Report / Drill] Report on hours by Date or Date Range.

Time Sheet Data Report
[Report] Report/Export Time Sheet base data by Date or Date
Range.

Approaching Overtime Report
[Report] Enter hours and report on Employees Approaching
Overtime

Overtime Report
[Review / Maodify] Report on hours for a period, only showing
those employees who have earned overtime.

Employee List

Report] Listing of emplovees and contact information,

AUDIT REPORTING

Review time pattern and possible fraud.

IP Address - Location Exceptions
[Review] Report identifies the location of the computer used to
punch in.

Mo Breaks in a Worked Shift
[Review] A listing of all employees that have worked over 8
hours without a break. Potential forced overtime.

No Worked Shifts in a Period
[Review] A listing of all employees that have not worked any
shifts in a period. Helps find any non-working employees.

Shift Anomaly
[Review] A listing of all employees that have worked over 10
haurs ar who have not clocked out after more than 10 hours.

Change Report
[Review] Reason report for time changes.

Hours and Descriptions
[Review] List the hours worked with descriptions. Export to a
file for further analysis.

Rounding Suspects
[Review] List time that maximize rounding calculations.
Determines benefit of minute rounding.

INFORMATION CENTER

Information about your application.

Client 1D: -itcs
Version: 7.00 dev
Users: 80-0

Active Employees: 73
Employee Infa

IN: 23
NOT IN: 50
View Report: Who is INJOUT
View Report; Who is LATE in/EARLY out

View Training Video

49




\§webh CLOCK Report
U TimeSheet Report

Back to Manager Menu || Print This List
] i Berry, Matthew Employee ID: 12
u The tlmeSheet report Supervisor: ccm Pay Group: BiWeekly Pay Period: 252005
1 1 Pay Period Start Date: through Pay Period End Date:
will display employee ' _
Actual Adjusted actusl Out Adjusted Actual Adjusted actusl End Adjusted Hours Daily/OT
1 Start Start T Out I 1 = End = Hours
time by work week. = = . " - -
Pay Week: 1
Mon Mon Mon Mon
12/05/05 8.00 8.00
. A 12:00 AM  12:00 AM = = = = 12:00 AM  12:00 AM
u Create a Complete 12/06/05 Tue Tue Tue Tue 8.00 8.00
_I_. h t tf AUBIUS 2100 AM 12100 AM - - - - 12:00 AM 12:00 AM ' )
Tue Tue Tue Tue
Imeshee repor or 12/08/05 5, .00 pM 01:10 PM = = = = 04:00 BM 04:00 BM 252 LiE
e Wead Wed Wed Wed
SeIeCted department or 12/07/05 1500 AM 12:00 AM - - - - 12:00 aM 12:00 am 00 8.00
the Complete Company, Hours Worked: Week 1
Regular 26.83
based on Pay Weeks. Overtime 000
Week Total
Pay Week: 2
Thu Thu Thu Thu
12/08/05 1500 AM 12:00 PM = = = = 04:20 BM 04:z0 PM 33 "ot
- Fri Fri Fri Fri
12/09/05 15,00 AM 12:00 AM - - - - 12:00 AM 12:00 AM 200 g.00
Mon Mon Mon Mon
12/12/05 1500 AM 12:00 AM - - - - 12:00 AM 12:00 A 200 s
P Mon Mon Mon Mon
12/12/05 g3.41 pM 02:41 BM - - - - 02:52 PM 02152 PM 18 -18
Mon Mon Mon Mon
12/12/05 450 pM 02:58 PM - - - - 03:00 BM 03:00 PM 73 i
P Mon Mon Mon Mon
12/12/05 43,05 pM 03:05 BM - - - - 03:09 PM 03:08 PM oo -00
Mon Mon Mon Mon
12/12/05 5390 PM 03:10 PM - - - - 03:12 PM 03:13 PM A2 415
12/12/05 Mon Mon Mon Mon Mon Mon Mon Mon 00
i 02:10 PM 03:10 PM 03:10 PM 03:10 PM 03:10 PM 03:10 PM 03:10 PM 03:10 PM '
Mon Mon Mon Mon
12/12/05 55005 pM 03:13 PM = = = = 02:20 PM 03:30 PM =2 =
P Mon Mon Mon Mon
TZ/IR05 g3i13pM 03:13 BM - - - - 03:15 PM 03:15 PM 03 -31
Hours Worked: Week 2
S Regular 15.90
Overtime 0.00
Z C S | Week Total|  15.90 |
1t computmg SCrviCces, 1nc.
www.itcomputing.net




§veh CLOCK Report

U Standard Period Hours Report

Manage

Administer

U Report on hours for the
entire period, based on
Weekly or blweekly Pay Period Summary Report by Department

Department: -4LL- <-- Click to change Emplayee || Documentation || Support || Password || Logout

Department: Group: midmonth Pay Period: 432006

U You may drill into time
Back to Report
records by employee.

Modify Employee Name Hours

Department: TEST

Emﬂ.fgyee Regular 0T Hours Holiday VVacation Total Hours

V4 99999999 Code A MM, TESTER 1.00 0.00 0.00 0.00 1.00
rd 99992921 Code C MM, TESTER 40.00 0.00 0.00 0.00 40,00
TEST - Period Totals: 41.00 0.00 0.00 0.00 41.00
Report Totals: 41.00 0.00 0.00 0.00 41.00

ITCS WebClack - Copyright © 2001-2006 IT Computing Services, Inc.
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U Report on hours for the
week. You may drill into time
records by employee.

1LCs

It computing services, inc.

www.itcomputing.net

Report

U Weekly Hours Report

Department: Test Grp Mgr

Report

Manage

Weekly Hours Report

Department: Group: biweekly Pay Period: 222006
Back to Report

Modify Employee Name R:rg:::-.:r OT Hours Holiday Vacation Total Hours

Department: TEST Week: 1

Employee
D

V4 99999994 Code & BW PT, TESTER 40,00 16.00 0.00 0.00 56,00
TEST - Week Total: 40.00 16.00 0.00 0.00 56.00
TEST - Period Totals: 40.00 16.00 0.00 0.00 56.00
Report Totals: 40.00 16.00 0.00 0.00 56.00

ITCS WebClock - Copyright @ 2001-2006 IT Computing Sarvices, Inc.

Employee || Documentation || Suppart || Password || Logout

52



’UC’[} (: l ,() ( : E\ Report

U Report on hours by
Date or Date Range.

1LCs

It computing services, inc.

www.itcomputing.net

U Date Range Report

Administer

Department: -ALL- < ¢ to change || Documentation || Support || P: d || Logout

Date Range Report

Back to Reparts

By Employee: |-ALL- w
Start Date: |10/10/06 10:34 Ahd G (e ddsyy Rl AMYEM) End Date: [10/13/06 10:34 Al Q rmndaddey R AMIEM)

[ Get Description File ]

Mame Supervisor |PayGroup PayPeriod PayWeek Type Shift Date | Start Time End Date Hours
Code A BW PT, TESTER |TEST biweekly |212006 1 Waorked |10/11/2006 |12:00 AM |10/11/2006 12:00 &M | 2.00
Code & BW PT, TESTER TEST biweekly (212006 1 Worked |10/12/2006 (12:00 &AM |10/12/2006 12:00 &AM | 5.00
Code & BW PT, TESTER | TEST hiweekly |21z006 1 Worked |10/13/2006 [12:00 &M |10/13/2006 12:00 &M | 2.00
Code & M, TESTER TEST rmanthly 412006 1 Worked |10/11/2006 [12:00 &AM |10/11/2006 12:00 A4 | 8.00
Code & M, TESTER TEST rmanthly 412006 1 Worked |10/12/2006 [12:00 &AM |10/12/2006 12:00 &AM | 2.00
Code & M, TESTER TEST rmonthly 412006 1 Worked |10/13/2006 [12:00 AM |10/13/2006 12:00 AM | 5.00
Code C MM, TESTER TEST midmaonth (412006 1 Worked [10/11/2006 [12:00 &M |10/11/2006 12:00 &AM | 2.00
Code C MM, TESTER TEST midmonth |412006 1 Waorked |10/12/2006 |12:00 AM  |10/12/2006 12:00 &M | 2.00
Code C MM, TESTER TEST midmaonth (412006 1 Worked |10/13/2006 [12:00 &AM |10/13/2006 12:00 A4 | 8.00

53
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U Overtime Report

Administer

Employee || Documentation || Support || Password || Logout

Department: -aLL- «<-- Click to change

U Report on hours for
a period, only
showing those
employees who have

Overtime Report

Department: Group: midmonth Pay Period: 432006

earned overtime. Back to Report
Modify Employee Employvee Name Regular OT Hours Holiday Vacation Total Hours
ID Hours
Department: TEST Week: 1
TEST - Week Total: 0.00 0.00 0.00 0.00 0.00
TEST - Period Totals: 0.00 0.00 0.00 0.00 0.00
Report Totals: 0.00 0.00 0.00 0.00 0.00

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.
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Report

U Employee List

Administer

Manage

Report

Click to change Employee || Documentation || Support || P: vord || Logout

Department: -ALL- <--

u Listing of employees and
contact information.

Employee List by Department

* Export Data to CSV

AF: Active Full time | AP: Active Part time | T: Terminated
Department: -ALL-

Back to Report
Modify En;g.foyee Employee Home Number Hire Date Status Shift

|
Department: TEST

7 099999994 Code A BW PT, TESTER 01-01-2001 AP hiweekly
V4 09999996 Code A M PT, TESTER 01-01-2004 AP manthly
V4 09999997 Code A M, TESTER 01-01-2000 AF manthly
V4 99999999 Code A MM, TESTER 01-01-2002 AF ridmanth
v 99999971 Code A, MidMonthly 01-01-1994 AF midmanth
v 00999992 Code B M, TESTER 01-01-1994 AF manthly
# 99999974 Code B, MidMonthly 01-01-1994 AF ridmanth
# AAAARARA Ao . R A e R [

1LCs

It computing services, inc.

www.itcomputing.net
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U Audit Reporting

-IP Address -Location
Exception

-No Breaks in a
Worked Shift

-No Worked Shifts in
a Period

- Shift Anomaly
-Change Report

-Hours and
Descriptions

1tCs

It computing services, inc.

www.itcomputing.net

U Audit Reporting

Administer

Department: -ALL- to change

Manage

Report

This area of the WebClock is used to create employee time and attendance reports.
After setup is complete and time is tracked, use the Report area to REPORT, review and modify time information.

Employee || Docume

tion || Support ||
word || Logout

TIME REPORTS

Click on the links below to report or drill inta time records by
Employee.

Timesheet Report
[Report] Create a complete Timesheet report for selected
department or the complete company, based on Pay Weeks.

Standard Period Hours Report

[Report / Drill] Report on hours for the entire period, based on
weekly or biweekly. You may drill into time records by
employee.

Weekly Hours Report
[Report / Drill] Report on hours for the week. You may drill into
time records by employee.

Date Range Report
[Report / Drill] Report on hours by Date or Date Range.

Time Sheet Data Report
[Report] Report/Export Time Sheet base data by Date or Date
Range.

Approaching Overtime Report
[Report] Enter hours and repart on Employees Approaching
Overtime

Overtime Report
[Review / Madify] Report on hours for a period, only showing
those employees who have earned overtime.

Employee List
[Report] Listing of employees and contact information.

AUDIT REPORTING

Review time pattern and possible fraud.

IP Address - Location Exceptions
[Review] Report identifies the location of the computer used tf
punch in.

No Breaks in a Worked Shift
[Review] A listing of all employees that have worked over 8
hours without a break. Potential forced overtime.

No Worked Shifts in a Period
[Review] A listing of all employees that have not worked any
shifts in a period. Helps find any non-working employees.

Shift Anomaly
[Review] A listing of all employees that have worked over 10
hours or who have not clocked out after more than 10 hours.

Change Report
[Review] Reason report for time changes.

Hours and Descriptions
[Review] List the hours worked with descriptions. Export to a
file for further analysis.

Rounding Suspects
[Review] List time that maximize rounding calculations.
Determines benefit of minute rounding.

INFORMATION CENTER

Information about your application.

Client 1D: -itcs
Version: 7.00 dev
Users: 80-0

Active Employees: 73

Employee Infa

IN: 23
NOT IN: 50
View Report: Who is INJOUT

View Report: Who is LATE in/EARLY out

View Training Video
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web CLOCK Report

U IP Address Tracking & Locking

U Report identifies the
location of the computer Report
used to punch in by

which a record has been
added or modified either
by employee, admin or Department: -ALL- Group: Biweekly Pay Period: 252005
manager

Department: Tes Mgr Employee || Documentation || Support || Password || Logout

PUNCH IP ADDRESS

Back to Report

Pay  Pay
Period Week

IP Address IP Address Hours Change

Shift Date  Start  Shift Out Shift In End In out Worked Reason

EmpID Employee Name

Department: 150
12 Berry, Matthew 252005 2 12/14/2005 04:00 PM 66.240.65 7" .00 changed

Department: ccm01
Fixed wrong

12 Berry, Matthew 252005 2 105 12:00 PM 04:20 PM 66.240.6 433 fime
12 Berry, Matthew 252005 2 02:41 PM 02:52PM 192.168.1.1 192.168.1.1 .18

12 Berry, Matthew 252005 2 5 02:58 PM 03:00 PM 192.168.1.1 192.168.1.1 .03

12 Berry, Matthew 252005 2 005 03:09 PM 03:09 PM 192.168.1.1 192.168.1.1 .00

12 Berry, Matthew 252005 2 5 03:10 PM 03:13PM 192.168.1.1 192.168.1.1 .05

12 Berry, Matthew 252005 2 03:10 PM 03:10PM 03:10 PM 03:10 PM 192.168.1.1 192.168.1.1 .00

12 Berry, Matthew 252005 2 5 03:13 PM 03:30 PM 192.168.1.1 192,168.1.1 .28  Fixed time
12 Berry, Matthew 252005 2 03:13 PM 03:15PM 192.168.1.1 192.168.1.1 .03

Department: ful/fac

13 Caddell, Scott 252005 2 5 02:43 PM 02:45PM 192.168.1.1 192.168.1.1 .03

13 Caddell, Scott 252005 2 03:02 PM 03:15PM 192.168.1.1 192.168.1.1 .32

13 Caddell, Scott 252005 2 5 03:16 PM 03:16 PM 192.168.1.1 192.168.1.1 .00

Z ‘ C: ; ITCS WebClock - Copyright © 2001-2005 IT Computing Services, Inc.
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§veh CLOCK Report

U A listing of all
employees that have
worked over 8 hours
without a break.
Potential forced
overtime.

U The high hours for
reporting may be
changed to fit you
companyaos
definition in the
options settings

1LCs

It computing services, inc.

www.itcomputing.net

U No Breaks in a Shift

Administer Manage

Department; -ALL- <-- Click to change Employee || Documentation || Support || Passward || Logout

No Shift Breaks: 8 Hour Shifts or Greater

Department: -ALL- Group: biweekly Pay Period: 222006

Note: These are completed shifts only,
Shifts that have not yet ended today will not show,

Back to Report

= Employee . . Hours
Modify 1D Employee Name Pay Period Pay Week Shift Date Worked

Department: TEST

v 99999994 Code & BW PT, TESTER 222006 1 10/24/2006 g8.00
v 99999994 Code A BW PT, TESTER 222006 1 10/25/2006 5.00
7 99999994 Code & BW PT, TESTER 222006 1 10/26/2006 .00
rd 99999994 Code & BW PT, TESTER 222006 1 10/27/2006 .00

shi ft hour
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Report

U No Worked Shifts in a Period

Administer Manage

U A listing of all employees
that have not worked any

Department: -ALL- <-—- Click to change Employee || Documentation || Support || Passwaord || Logout

ShlftS In a perlod Helps flnd No Shifts Recorded within Period
any non-Work|ng Department: -4LL- Group: Semimnth Pay Period: 442006
employees. Back to Report
Modify Em,;‘)!.fit)wee Employee Name Supervisor Status Pay Type Hire Date
Active
/ 7 Clock, Punch Deptl FullTime Hourly 01/01,/2001
) Ackive
# A
& =] Entry, Grid Deptl FullTime Contractor 01/01/2001
) Active
/ 4 keyendtimes, keystart Deptl FullTime Hourly 01/01,/2001
: Active
# A
v =] keyendtimes, keystart Deptl FullTime Hourly 01/01/2001
Active
/ 3 Test, Tester Deptl FullTime Hourly 01/01,/2001
. Active
# |
& 2 tester, history Deptl FullTime Hourly 01/01/2001
T Active
/ =] Tester, Shift Diff Deptl FullTime Hourly 01/01,/2001

ITCS WebClock - Copyright £ 2001-2006 IT Computing Services, Inc.
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§veh CLOCK Report

U A listing of all
employees that have
worked over 8 hours
or who have not
clocked out after

more than 8 hours.
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U Shift Anomaly Report

Administer Manage

Department: -4LL- < Click to change Ermnployee || Docurmentation || Support || Password || Logout

Employees over 8 hours or not punched out

in pay period 422006

Back to Manager Menu

EmplID Employee Name Shift bate Start Break Out  Break In End Hours Worked Description
Deptl
7 Clock, Punch 10/17/2006 07:00 AM 07:00 PM 12.00 test allocation
7 Clock, Punch 10/19/2006 07:07 AM 07:07 PM 12.00 test allocation

ITCS WebClock - Copyright ©2001-2006 IT Computing Services, Inc.
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\web CLOCK

u Change Report:
This report will
display all records
that have been:

- Added

- Edited/Modified
- Deleted
and who the record
was changed by

1LCs
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Report

U Change Report

Report

Department: test

Employee || Documentation || Support || rd || Logout

Change Report

Department: test Group: monthly Pay Period: 432006

Back to Report

- Original - - Revised -
N Break _ _ Changed - = Change
EmpiD  Employee Name Shift Date Start Out Break In  End  Hours Shift Location Task 2 Hours Shift Location Task Rewsomn

Department: TEST

Code B M, 1z:00 1z:00 Geneatic a Genetic
99999993 TESTER. 10/23/2006 AM A g.00 1 TEST Work itcs 4,00 1 TEST Work test
Code B M, 1z:00 1z:00 Genatic : Genetic
999999932 TESTER 10/24/2006 AM A .00 1 TEST Work itcs S.00 1 TEST Work test

ITCS WebClock - Copyright © 2001-2006 IT Computing Services, Inc.
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§veh CLOCK

U List the hours worked
with descriptions. Export
to a file for further
analysis.
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Report

U Hours and Description

Manage

Administer

Department: -ALL- <-- Click to change Employee || Documentation || Support || Password || Logout

Employee Hours and Description Report
* Export Data to CSV

Select a department:
Depil ¥

Current Sheets for: Deptl

[Back]

Pay Period: 432008 File Name: -ALL-.csv

Back to Report

Emplopes Pay Pay _ Stare Start Shifr Our Shift Our Shife In Shift In End _ Hours N S
EmpiD Name Period Week Shift Date Actuat Ady. Actual Adj. Actual Adj. Actual End Ad7. Worked Client: Task Description
Department: Deptl
07:05 07:12 PM 071z 01z mariall: -

1 10/24,/2006 07:05 PM PM testl

7 Clock, Punch 432006 B
ITCS WebClock - Copvriaht @ 2001-2006 IT Computing Services, Inc.



sveb CLOCK

Manage

U Who is IN/JOUT

Administer Manage

Employee || Documentation || Support || Password || Logout

Department: -ALL- <-- Click to change

Department: TEST

99999994 Code A BV PT, TESTER TEST 12:00 &AM 10/28/06

R : 99999996 Code A M PT, TESTER TEST 12:00 &AM 9/23/06
u T_h's report_ will 99099997 Code 4 M, TESTER TEST 12:00 AM  9/29/06
display which 99999999 Code 4 MM, TESTER TEST 12:008M  9/30/06
employees are 99099993 Code B M, TESTER TEST 12:00 &AM 9/01/06
99999990 Code C MM PT, TESTER TEST 12:00 &AM 9/30/06

clocked IN or 00000001 Code C MM, TESTER TEST 12:00 M 9/01/06

OUT. Showing
the most recent
date and time.
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§veh CLOCK Manage

U Set the Date & Time
Parameters to view
Employees who

have Clocked In Late
Clocked Out Early

1LCs

U Who is Late In / Early Out

Administer Manage

Department: -aLL- <-- Click to change Employee || Documentation || Support || Password || Logout

Who is Late In /Early Out

Back to Administer

Select Date E] Scheduled In: Scheduled Out:

(hh:mm amfpm) {hh:mm amfpm)

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.
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\Eweb CLOCK

Employee Login
U Enter the Employee ID
and Pin number.

U If a pin number is not
assigned enter the ID
and OK you will then be
prompted to create a

pin.

It computing services, inc.

www.itcomputing.net

Employee Area

Employee

Manager || Support || Login

o [ e
1 2 3
4 5 6
7 8 9
oK 0 CLR

ITCS WebClock - Copyright @ 2001-2005

IT Computing Services, Inc.

Instructions:

1. Enter your Employee ID with the
keypad and mouse or touchscreen and
click OK ar Tab to the PIN entry.

2. Enter yvour PIN with the keypad with
you mouse or touchscreen and click
OK or Tab to the PIN entry.

== Create a Pin - Enter yvour employee ID
and Click OK twice.

== Click CLR to clear the entries.

12-15-0502:48

SERVER TIME: PM EASTERN
Employves Time Zone
will adjust after fog in

ﬂEE-IF.IEﬁTION Ready for Login
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\Eweb CLOCK

Employee Create Pin
U This screen will
display if a pin number
does not exist or reset
by the administrator.

U The employee types
his pin number and hits
ok.

U The employee will be
placed back at the login
screen. Enter the ID and
new Pin and press OK.

1tCs
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u Employee Area

MODIFY PIN

Employee, New

Action Required: Must Enter a new 4 digit pin number.

Employee

[¥5)

[}

-

[==]

Lok

CLEAR

| [ HOME |
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| ’UC)[} CLOCK Employee

u Employee Area
Punch Employee

U Interface

U Interface: Data is
Manager || Email your Admin || Support || Logout
collected through a

Change Pin
device
ID: CURRENT TIME SHEET
Employee:
b h Manager:
' Pay Group: PREVIOUS TIME SHEET
U Web Punch Screen

HOME

Em ployee Featu res: lz};::;?d Pavllilelgi;du;énds Status Action
242007 11:59:39 PM Not Approved IEDE
- Startlo Ut/| n/End PunCh PREVIOUS - 10/30/07

. . 432007 11:59:59 PM Nof Approved Approve
-Review Timesheets S

- Approve T| me Welcome to the ITCS WebClock!

U Web Punch

ELCOME: Puncher, Clock Manager || Email your Admin || Support || Logout

Hours and Description

Home Current TimeSheet Approve Current Previous TimeSheet Approve Previcus .
Current Previcus
Name: Puncher, Clock Pay Period Status
Employee ID: 9998 10/28/07 - 11/03/07 Mot Approved
Pay Period: 432007 10/21/07 - 10/27/07 Mot Approved

Shift [eeeneen Birealg eeeeeee] Shift

View Training Video

Message e Day:
Welcome to WebClock Demo 7.0 please
conngct to
START https:ifwewew webclock biziprod/demo7 0/
Enter Alt Pay

View Schedule
Comments:

1LCs
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\web CLOCK

Employee

U Current Timesheet

U Employee can view
their current timesheet.
This will display their

Code A MM, TESTER /7
EST
Pay Period Start Date:

Employee ID: 99999999
P up: midronth Pay Perio

0:00 through Pay Period End Date: 10

timesheet Separated by Adjusted Start  Adjusted Out  AdjustedIn  AdjustedEnd  Rours SR Task  Daiy/oT
work week pay Week: 1
AB/ETHDE 17 WERED i3 - _ Fri 10:00 AM 1.00 1 Generic Work 1.00

1LCs

It computing services, inc.

www.itcomputing.net

Shift worked: week 1

Hours Worked: Week 1

=hift 1 Hrs 1.00 Regular 1.00
shift 2 Hrs 0.00 OT Straight 0.00
shift 3 Hrs 0.00 W ota
Regular oTS OTP Straight  Premium Shift 1 =Shift 2 Shift 3 Total
Hours Hours Hours Caormp Caormp Hrs Hrs Hrs Hours
1.00 0.00 0.00 - - by shift: 1,00 0.00 0.00 1.00
Employee  Accrual Mum of
Mo, Type Hours

Employee
Signature:

Supervisor
Signature:
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¥veh CLOCK Employes

U Approve Current Period

U Employees may approve T 3 /{  Employee ID: T e
their hOUI’S earned for the .‘:?iiart Date: & through End Date: 11/14/06 . o
pa.erII periOd They W|" Adjusted Start Adjusted Out Adjusted In Adjusted End Hours Task Daily/OT

. Hours
reVieW the pa_yro” Sheet and 10/27/06 Fri 09:00 AM _ _ Fri 10000 AM 1.00 G&%‘?EC 1.00
then approve by SeIeCtlng the Regular 0TS oTP Shift 1 Shift 2 Shift 3 Total
Approve button. Hours Hours Hours Hrs Hrs Hrs Hours

1.00 - - by shift:  1.00 0.00 0.00 1.00

Employee Accrual  Murm of

Mo, Type Hours
Employee Superyvisor
Sighature: Sighature:

ITCS WebClock - Copyright ©2001-2006 IT Computing Services, Inc.
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§veh CLOCK

U Employee can view
their previous timesheet.
This will display their
timesheet separated by

work week

1LCs

U Previous Timesheet

Employee

BACK

Code C MM, TESTER 174 Employee ID: 99999991

or: TEST Pay up: midrmanth

0:00 through Pay Period End Date:
Adjusted Out Adjusted In Adjusted End

Supery

Pay Period Start Date: 10/
Adjusted Start

Pay Week: 1

Print Timesheet

Pay Period: 412006
10/15/06 11:59:59
Hours  Shft Task

10/09/08 Man 12:00 AM _ _ Man 12:00 AM 2.00 1 Generic Work
10/10/06 Tue 12:00 AM _ _ Tue 12:00 AM 2.00 1 Generic Work
10711706 Wed 12:00 AM _ _ Wed 12:00 AM 8.00 1 Generic Work
10/12/06 Thu 12:00 &M _ _ Thu 12:00 AM 2.00 1 Generic Work
10/13/06 Fri 12:00 AM _ _ Fri 12:00 AM 2.00 1 Generic Work
Shift Worked: Week 1 Hours Worked: Week 1
Shift 1 Hrs 40,00 Regular 40.00
Shift 2 Hrs 0.00 .00
Shift 3 Hrs 0.00
Regular oTs OTP Straight  Premium shift 1 shift 2 shift 3
Hours Hours Hours Corp Carnp Hrs Hrs Hrs
40.00 0.00 0.00 - by shift:  40.00 0.00 0.00
Employee  Accrual Murm of
Mo, Type Hours
Employee Supervisar
Signature: Signature:

It computing services, inc.

www.itcomputing.net

Daily /0T
Hours

8.00
8.00
8.00
8.00
28.00

Total
Haours

40.00
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’U@[} (:IJ()(:I\ Emp|oyee

U Approve Previous Period

Print Timesheat

f/f Employee ID: 99999991
P up: midmonth

u Employees may approve 6 through End Date: 10714,
. Adjusted Start Adjusted End  Hours Task Daily/OT
their hours earned for the Hours
; B 10/0Z/06 Mon 12100 Al _ _ Mon 12:00 &M .00  GenericWwork  s.00
payro" pe“od They W|I| 10/03/06 Tue 12:00 AM _ _ Tue 12:00 AM 2.00 Generic Work 800
; 10/04/06 Wed 12:00 AM _ _ Wed 12:00 AM 200  GenericWork  s.00
review the payro” Sheet and 10/05/08 Thu 12:00 AM _ _ Thu 12:00 &AM .00 Custodian .00
. 10/06/06 Fri 12:00 &M _ _ Fri 12:00 AM 5,00 Custodian 8.00
then approve by Selec‘“ng the 10/09/06 Man 12:00 AM _ _ Man 12:00 AM 8.00 Generic Waork 800
10/10/06 Tue 12:00 AM _ _ Tue 12:00 AM .00  GenericWwork  s.00
Approve button . 10711706 Wed 12:00 AM _ _ Wed 12:00 AM 2.00  Generic VWork  8.00
10/12/06 Thu 12:00 &AM _ _ Thu 12:00 AM 200  GenericWork  s.00
10/13/06 Fri 12:00 AM _ _ Fri 12:00 AM 200  GenericWwork &0
Regular 0TS oTP Shift 1 Shift 2 Shift 2 Total
Hours Hours Hours Hr= Hrs Hrs Hours
80.00 - - by Shift:  80.00 0.00 0.00 20.00

Employee Accrual  Mum of

Mo, Type Hours
Employee Supervisor
Sighature: Sighature:

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.
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sveh CLOCK

U Employees may
view their current or
previous Hours and
Description Report
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U Hours and Description

Employee Hours and Description Report
* Export Data to CSV

Employee

HOME
Pay Period: Tuidm”th’ File Name: 99999991 csv

/15/06-11/14/06
pr> Eoghre P B cmow S, S SWAOw SMiOw SRl Sie Gl Gl M hs et serc
lepartment: TEST
9999951 C?r‘f;eS_IC_E"gM’ 422006  10/16/2006 12:00 am ‘200 1zh0 1zan £.00 SRR JARE
9993991 C?I'?EeS'IC'ENIII?M’ 422006 1 10/17/2006 12:00 &AM 11’30 1i’|3° 1§:|\30 2.00 BAKSE’SE“’“
9999991 C?I_‘LES_IC_E“;M’ 422006 1 10/18/2006 12:00 AM 12;'30 1§:|30 li’lﬁo 500 BAKSE’SE“’“
5999951 C?r‘f;eS_IC_E"gM’ 422006  10/19/2006 12:00 am 1200 1zh0 1Zan 8.00 BAIAR: Frant
9999991 C?I'?EeS'IC'ENIII?M’ 422006 1 10/20/2006 12:00 &AM 11’30 1i’|3° 1§:|\30 2.00 BAKSE’SE“’“
2999991 C?F‘LES.IC_E“QM’ 422006 1 10/22/2006 12:00 AM 11’30 li’lﬁo 1§:£0 2,00 - Generic Work
9999991 C?F‘LeS_IC_E“;M’ 432006 L 10/23/2006 12:00 am 200 1mhn 1man 8.00 - Generic Work
9399991 C?I_‘?S_IC_E“;M’ 432006 1 10/24/2006 12:00 AM 11’30 1i:|30 li’lﬁo 200 -t Generic Work
2999991 C?F‘LES.IC_E“QM’ 432006 1 10/25/2006 12:00 AM 11’30 li’lﬁo 1§:£0 200 - Generic Work
5999991 C?F‘LeS_IC_E“;M’ 432006 Lt 10/26/2006 12:00 am 200 1mhn 1man £.00 SRRaR:
9999991 C?I_dEeS_IC_E“;M’ 432006 1 10/27/2006 12:00 AM 11’30 1i:|30 li’lﬁo .00 ci*:vm?;n

ITCS WebClock - Coovrioht @ 2001-2006 IT Computing Services, Inc.
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¥veh CLOCK Employes

U Change Pin

U Employees may
have the ability to
change their own Pin

u If an Employee

forgets their Pin they D! CURRENT TIME SHEET

Manager || Email your Admin || Support || Logout

Employee:
will need to contact ey, T ———
their administrator to
reset their Pin. Py Period Py Period Ends Action
Caazn07 Fre e Not Approved Approve
Fra32005 122 b Not Approved Approve

Message of the Day:
Welcome to the ITCS WebClock!

1LCs
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web CLOCK

U Update Employees on
upcoming events,

Remind Employees to
review and approve their
payroll sheet

U The Message of the
Day will be displayed for
all employees.

1LCs
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U Message of the Day

U Interface

Employee

Manager || Email your Admin || Support || Logout

Change Pin

ID: CURRENT TIME SHEET
Employee:
Manager:
Pay Group: PREVIOUS TIME SHEET
HOME
Pay Period Pay Period Ends Status Action
CURRENT - 11/06/07
442007 11:59:59 PM Not Approved LLLLDTE
PREVIOUS - 10/30/07
232007 11.50.50 Not Approved Approve
Message of the Day:
Welcome to the ITCS WebClock!
e

U Web Punch

ELCOME: Puncher, Clock

Manager || Email your Admin || Support || Logout

Home Current TimeSheet Approve Current Previous TimeSheet

Name: Puncher, Clock Pay Period

Employee ID: 9998

Pay Period: 432007

Shift | Braak seeses|

View Training Video

Enter Alt Pay

View Schedule

START

Comments:

Approve Previcus

Status

10/28/07 - 11/03/07 Mot Approved

10/21/07 - 10/27/07 Mot Approved

Shift

Hours and Description
Current Previcus

B ——

lleszage of the Day: N

Welcome to WebClock Demo 7.0 please
conngct to
https:diw ww webclock biz/prod/demo7 0/
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¥veh CLOCK

Employee

U Punch Employee Types

U Punch Employee will
simply select:

ELCOME: Puncher, Clock Manager || Email your Admin || Support || Logout

u S h Ift b u tto n S to ST} \RT Home Current TimeSheet Approve Current Previcus TimeSheet Approve Previous B o 11-01-07 01:40 PM - EASTERN

Current Previous

an d E N D S h ifts Name: Puncher, Clock Pay Period Status

Employee ID: 5332 10/28/07 - 11/03/07  Not Approved
Pay Period: 432007 10/21/07 - 10427/07  Not Approved
U Break buttons to Break —
View Training Video
d f b k Welcome to WebClock Demo 7.0 please
OUT an I N rOI I I rea S Request TimeO ff connect to
START https:ifwww . webclock biz/prod/idemo7 0/
Enter Alt Pay

View Schedule

Comments:

Job: | 020-C U Medical Center : 09-Cardiac Surgery |+

1LCs
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¥veh CLOCK Employes

U Interface Employee i Time Clocks

U Employee tlme belng WELCOME: Test, Tester Manager || Support || Logout
. . Ch Pi
collected via Interface i e
may have the interface ID: 3 CURRENT TIME SHEET
Employee time entry e e
Pay Group: Semimnth FREWIOUS TIME SHEET

view.
HOME
U They are still able to
view their timesheet

Message of the Day:
Welcome to the ITCS WebClock!

ITCS WebClock - Copyright @ 2001-2006 IT Computing Services, Inc.
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g eh CLOCK sunpor Support

U The Options Area

U Select and set your

option settings

Administer

Departmen

Manage

Emplaoyee || Docurnentation || Suppaort || Pas

This area of the ITCS-WebClock is used to customize the application,
After initial setup, use the Administer area for PAYROLL and to change application setting.

DEFIME THE COMPANY

To SETUP the ITCS-WebClock follow the link
order below. To update click the appropriate
area,

Pay Periods
[Add / Modify f Delete] Pay Periods

Security & Departments
[Add / Modify f Delete] Departments and Security

Employees & Pin Numbers
[Add f Modify f Delete] Employees & Pin Numbers

Holidays
[Add / Modify f Delete] Holidays

Table Maintenance

[Define § Modify] - Use this feature to update
system options and direct overrides feature
tables,

Edit Option Settings
[Review / Modify] - Update system options.

MAMAGE FEATURES

Administer the ITCS-WebClock Features.

Payroll Export - CUSTOM format
Prepare Payroll for Export in Custorm format,

Employee Import - Standard format
Import Employees Data from Standard format,

Time Accrual Admin
[add § Modify / Delete] Time Accrual setup,
muodification, and definitions,

Joh Costing
[&dd / Modify f Delete] Job Costing Information
and Reporting.

Alternate Payment Types
[&dd / Modify f Delete] Alternate Payment
Information and Reporting.

Process Holidays

[Process] Holidays during selected pay period,
adding holiday time to each employee, Feature
should only be used after the pay period is
complete, before downloading payment data.

INFORMATIOMN CEMTER

Information about your application,

Client 1D:

Warsion:

Users: 1000-0
Active Emplovees: 111

Employee Info

IM: a
MOT IN: 111
Wiew Report: Who is INJOUT

Wiew Report: Who is LATE infEARLY out

Wiew Training Yideo

1LCs
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§veh CLOCK Support

U Select and set your
option settings

U Select the
Question Mark for a
description of the
option setting.
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U The Options Area

Administer Manage

Department; -ALL- < k to change Employee || Documentation || Support || Password || Logout

Option Settings
Back to Adrministration Menu
Option Name Enabled ? Yalue (if used)
acc_Deferi stAnnProc O
approve_tinme {no value to edit}
approve_time_MGCR L {no value to edit}
approve tisedll {no value to edit}
autoermnps [ {no value to edit}
Autol unch O B
Autol unch_Duration O 5
BreakDisable O [{novalue to edit}
calc_Monthiy 0T\Wks [0  {novalue to edit}
CompTime_AllowSelect {no value to edit}
costing_TS_ShowTask {no value to edit}
EmpChangePin {no value to edit}
EntHours_ModifyPast O 12
Export_MGR [ {no value to edit}
HighHours 8
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’UC)[} (AI,() (: I\ Support

U Getting Emails

Administer Manage

Employee || Documentation || Support || Pas

u Emalls are to be Set at This area of the ITCS-WehClock is used to customize the application.
After initial setup, use the Administer area for PAYROLL and to change application setting.
the Department level
DEFIME THE COMPANY MAMAGE FEATURES INFORMATIOMN CENTER
To SETUP the ITCS-WebClock follaw the link Administer the ITCS-WebClock Features, Information about your application,
order below. To update click the appropriate
area. Payroll Export - CUSTOM format )
Prepare Payroll for Export in Custom format, Client ID:
Pay Periods ] wWersion:

[&dd Employee Import - Standard format Users: 1000-0

Import Employee Data from Standard format,

Security & Departments Active Employees: 111

< Add f Modify f Delete] Departments and Securi

Time Accrual Admin

[&dd / Madify / Delete] Time Accrual setup, Employee Info
Employees & Pin Numbers modification, and definitions., IM: 0
[~Add / Madify / Delete] Employees & Pin Mumbers MOT IN: 111
Job Costing
Holidays [Add / Madify f Delete] Job Costing Information wiew Raport: Who is INJOUT
[Add f Modify f Delete] Holidays and Reporting.
. Wiew Report: Who is LATE in/EARLY out
Table Maintenance Alternate Payment Types
[Define / Modify] - Use this feature to update [&dd / Modify f Delete] Alternate Payment ) . )
system options and direct overrides feature Information and Reporting. View Training Wideo
tables.
Process Holidays
Edit Option Settings [Process] Holidays during selected pay period,
[Review / Modify] - Update system options. adding holiday time to each employee, Feature

should only be used after the pay period is
complete, before downloading payment data.

1LCs
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¥veh CLOCK

U Emails are to be set at
the Department level

U When an employee
inputs a timeoff request
or approves their
timesheet; an email will
be sent to the email
address set at the
employees dept level.

U Emails entered at the
Group manager/Alias
level are for reference
purposes only.

1tCs
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Setting Emails

Support
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