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SMART ScheduleMaster Enterprise

Introduction

SMART Technologies Work Flow & Time Management software allows for organizations,

to save administrative time and money and improve security in one go. This product is a
necessity for organizations have a desire to manage and monitor their employee’s time,
works hours and punctuality. This software creates work schedules and rosters of varied
types such as: training, daily work schedules, leave of absence, time tables etc. It places

employees into specific department/service areas as their shifts require.

wm;p “Time'& Attendance

Management Software

www.smartlechjm.com

This product is licensed to :

Name : SMART TECHNOLOGIES JAMAICA
License ID @ VEW2-1FD3-U331-QIT0

www.smarttechjm.com,info@smarttechjm.com

Companies will derive an immediate benefit from the Work Flow and Time & Attendance
Management software (SMART ScheduleMaster Pro) as SMART Technologies is confident
that this product will fast become a critical component in the management and

monitoring of employee attendance, punctuality and work hours. This product uses

© 2014 SMART Technologies Jamaica
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Biometric (fingerprint identification) technology and has built in algorithms with the
automated procedures required to compute Regular, Overtime, Double, Triple and
Extended Overtime. Varied pay rates can be set for Holidays, Weekends, and Day Offs
which are then summed for each work day, a 40hr work week, fortnightly schedule or

monthly.

This innovative and unique software is also one of the most current products of its kind
available locally and uses Biometric (finger scan) Identification and Recognition hardware

to record employees in and out times.

With this product, you will be able to:

= Schedule your employees quickly, easily and efficiently.

= Save employees clock in/out times using our fingerprint identification terminals.

» Tabulate work hours quickly and easily; eliminating manual errors.

= Export data directly to your payroll software eliminating time consuming data
entry

» Schedules shifts, vacations, leaves and assigns to departments with optional notes
and reasons.

= Employees can Clock-In/Out and various settings configured to calculate their work
hours and periodic pay amounts.

» Schedules can be view either daily, weekly, bi-weekly or monthly.

= Monitor time summaries while you schedule to ensure you are scheduling to meet
the demand work load

= Auto email system administrator/manager when employee is late

= Export reporting using the dynamic and powerful Crystal Reports architecture.

= among other features.

© 2014 SMART Technologies Jamaica
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SMART ScheduleMaster Enterprise

The software is available in four versions. Express, Standard, Corporate and Enterprise.
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2 Basic Working Procedures

2.1 Installing Software

HOW TO INSTALL SMART TECHNOLOGIES SOFTWARE

1. On the data drive, CD or share server directory, run the client setup file shown

below for either SMART Staff Manager or SMART ScheduleMaster applications.

/I CrystalReports10_5 ’,J DothetFx3s /J CrystalReports10_5 ’J DothetFX
I ‘.;; & -~ a - h—‘ {
| Setup
: i

O sMART schvaster v4.0 Client T OR T
i E SMART Staff HRM Client s
f sepmsi (4 Setup.msi ) Run this file
| 4 : age Run this file | A s T taler PackaGe

1. Click NEXT until the installation is completed.

Note: Ignore any dll registration errors that may occur.

3. Run application from DESKTOP or start menu option under Al Programs > SMART
Software
4, Enter license information. You can get a license key on the following web page:

http: //www.smarttechjm.com/support.htm. Request a license code by entering the
details required. The AUTH. CODE is ST2000

Note: If you are experiencing difficulty with obtaining a code, please contact SMART
Technologies at 1-876-754-9863 or email info@smarttechjm.com with the 16 digit
installation ID number. You will be then given a license code. This is required for each

computer the software is being installed on

© 2014 SMART Technologies Jamaica
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E SMART Technologies License Manager

SMART Technologies License Manager
This torm Adds, Edits and Deletes entries made to the SMART Technelogies License Manager table.
END-USER LICENSE AGREEMENT FOR: 2

SMART Technologies Jamaican SOFTWARE

IMPORTANT - READ CAREFULLY: This SMART Technologies Jamaica End-User License Agreement ("EULA") is a
legal agreement between you (either an individual or a single entity) and SMART Technologies Jamaica [
Company for the SMART Technelegies Jamaica software product identified above, which includes computer
software and may include associated media, printed materials, and “online” or electronic documentation
("SOFTWARE PRODUCT"). The SOFTWARE PRODUCT also includes any updates and supplements to the
original SOFTWARE PRODUCT prowvided to you by SMART Technelogies Jamaica. Any software provided along
with the SOFTWARE PRODUCT that is associated with a separate end-user license agreement is licensed to
you under the terms of that license agreement. By installing, copying, downloading, accessing or otherwise
using the SOFTWARE PRODUCT, you agree to be bound by the terms of this EULA. If you do not agree to the
terms of this EULA, do not install or use the SOFTWARE PRODUCT; you may, however, retumn it to your place
of purchase for a full refund.

Software PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other
intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

1. GRANT OF LICENSE. This EULA grants you the following rights:

- Applications Software. You may install, use, access, display, run, or otherwise interact with ("RUN") one

copy of the SOFTWARE PRODUCT, or any prior version for the same operating system, on a single computer,
workstation, terminal, handheld PC, pager, "smart phone,” or other digital electronic device ("COMPUTER").

The pnmary user of the COMPUTER on which the SOFTWARE PRODUCT is installed may make a second copy v

INSTALLATION ID

(%) I Have Read and Accepted The License Agreement 1450-6646-6999-0840 | =
% @f
1 Actebt

WORKSTATION LICENSE ID
EJ36-4K45-1684-NC67] |

() 1 DO NOT Accept the License Agreement

5. Then configure database access.

© 2014 SMART Technologies Jamaica
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E Workstation Connection Settings - SMART Staff Manager HRM

Workstation Connection Settings - SMART Staff Manager HRM
This torm Adds, Edits and Deletes entries made to the Workstation Connection Settings - @
SMART Staff Manager HRM table.

Database Server Change Connection? [ Integrated Security ?
SER NAME HERE
Database Name Password

SMARTStafManager OR SMARTSchMaster

SQL Server Connection String

Data Source=5ERVER_NAME_HERE;Initial Catalog="SMARTStaffManager OR
SMARTSchMaster";Integrated Security =True;Password=

Test
Connection

Defa ult_j' Head Branch

Server Data Directory Location

SERVER_SHARE DIRECTORY_PATH_HERE eg. C:'\Share or \\ServerName'\Share

Record Page Size 8000| Use Active Directory Login Name |NO v
Custom feature code Vista or Windows 7 0/5 ? .'fES v

¢ B =

Note: without a username or password, windows active directory authentication is
being used. Therefore users must have access to the database individually or placed
within a user group designated by the system administrator to gain access.

This is typically configured under the SECURITY >> LOGINS section of Microsoft SQL
Server Enterprise Manager where user or group is given access privileges to either the
SMARTStaffManager or SMARTSchMaster databases.

Each software (SMART Staff HRM or SMART ScheduleMaster Time Management) has a
separated share directory. Eg.

SMART Staff: \\ServerName\SMARTTechShare\DATA\SMARTStaffManager
ScheduleMaster: \\ServerName\SMARTTechShare\DATA\SMARTSchMaster

Note: You can log into a previous installation and go to the File Menu >
Configuration to get the configuration settings used for your server.

6. You can TEST CONNECTION and if successful then Save and exit. Reopen the
application and the login screen should appear.

© 2014 SMART Technologies Jamaica
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SMART ScheduleMaster Enterprise

2.2
221

Getting Started
Navigation & Data entry operations toolbar

The Navigation toolbar and Menu contains functions for record navigation, record
management, searching and printing to a printer, export file or email. See below for
details of click on option for quick reference.

F%t I = iNS)?t L?st iwﬁv Duékéate |E|:||]t Djfte |c:i cU;sly P;L;:a iPagEéize " | Seg:h Br&.},;lse Fi:ar .;?‘I:’ft Ex%’;rt E%ail iCE?e
Novgaten | Window s NAVIGATION  DATA ENTRY SEARCH PRINTING
; BUTTONS OPERATIONS OPTIONS o Print
e 5 o First 0 Add New o Page Size o Export
Last Gl o Previous o Duplicate o0 Search 0 Email
AddNew  CrfeN o Next o Edit o0 Browse
hplest= Record L o Last o Save o Filter
Edit Cir+M o o) Cancel
o Delete
Dekte Cir+D o Cut, Copy &
Search Records  F2 g Paste

Browse Records  F5

Filter Records F4

Pririt Cirl=P

Export
Email
Close Cirl=E

NAVIGATION BUTTONS

These buttons are used to navigate records on a data entry screen.

First : First navigates to the first record in the full record (or filtered) list.
Previous : Previous navigates to one record previous to the current record on
screen (like a back button). Current record -1

Next : Next navigates to one record next to the current record on screen
(like a forward button). Current record +1

Last : Last navigates to the last record in the full record (or filtered) list.

CUT, COPY AND PASTE

The cut, copy and paste buttons works similar to the operations in the Windows
operating system.

PAGE SIZE
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2 .| ¥ .IPage Size determines the maximum number of records that are
Page Size || Search Brows
5 RecdMage Size . . .. . .
”P;C . retrieved from the database at any one time. This is an efficiency tool
50 Reconds
10 Becanss to improve performance. Eg. Opening the employee screen if set to
300 Records
500 Records maximum page size may pull up to 32,000 at once which may delay the
1000 Records
2000 Records application. Further, the user still have to browse, search or filter that
4000 Records . . . . . .
2000 R list of find the desired record. Setting the page size to an optimal
2000 Records
000 5 .
1::: :em: number or a low number will ensure all screens are opened promptly
JLUUU hecoras

then the specified search will only return the desired records and not

the entire record list.

Each user can set their desired page for data retrieval and it will apply

to all data entry screens within the application.

HOW TO REFRESH DROP DOWN LISTS

When working in a particular screen, sometimes users will need to add/create new
options within their drop down boxes. Here is an image of a screen prior to adding the
new option in the drop down box:
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MART ScheduleMaster 4.0 ENT - SMART TECHNOLOGIES JAMAICA, HEAD OFFICE User: (ADMINISTRATOR)

Help

‘Meal Management  Reports  Mavigation  Window

Assign Employee to Teams
This torm Adds, Edits and Deletes entries made to the Assign Employee to Teams table. @

Select Employee Department |*** Show All Department *4* > | () Clear all

Select Employee Team Show all Team 50 (%) Select All

e e e |
R R P ey

Eloomfield ALL STAFF MEAL BENEFIT STAFF

=l
¢
Assign Employee Team Inse
—

|Assign Employees to new Team

|MEAL BENEFIT STAFF |

L oo ¢

Number of Employee{s}): 136

17 more

SMART ScheduleMaster 4.0 ENT v1,0,5008.34488 | SMART TECHMOLOGIES JAMAICA, HEAD OFFICE User; ADMINISTRATOR  08-Oct-2012 03:29:,33 PM |

The user can simply minimize the current screen and open the relevant screen with the
supporting list information; which in this case is Work Team. They then proceed to add
the new Work Team and save. Once saved, they can return to the minimized screen and
Refresh the list by right clicking on the Work Team drop down box and selecting Refresh
List. The following screen shots detail the process:

E.g. Adding A Work Team.

Step 1 - Minimize your current screen, then open the Work Team option in
Company Setup under the Tools & Options Menu
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Tools & Options | Terminal Management

| a Campany Setup » | "1 Employee Listing
.20 Time Settings Setup 3 | Wark Team i
Payroll Set ’ I
! e Azsign Employes TEQI‘EI'IS
\}' Systemn Audit Setup k
Departments

59| shift Set
ILt-aetup Department Section

=3¢ Schedule Time Summaries :
Redqions
| Schedule & Time Reasons :
i Countries
Company Settings Locations
L:'_, Time Configurations Branches
Email Settings
- Job Titles
Other Opti
Sl Emploves Tyvpes
Job Skatus
Banks
Bank Branches

55 syncwith SMART Staff HRM

Step 2 - Click the ADD NEW button

Step 3 - Input the Code and Team Name

21
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E Work Teams

Work Teams
This tarm Adds, Edits and Deletes entries made ko the Wark Teams table, @

Code& Team |6 | ADMIN |[v] Active

Description

Tear List | Team Shift Times |

| Code Team Description Ackive

{ADMIM

s

|Temp|:|rar';.f Skaff

CAVAR I

Step 4 - Save the Information

&

Step 5 - Return to the minimized screen and right click on the drop-down box

it Showe Al Tearn *4+* b |

Step 6 - Click on Refresh List

Refresh List

Clear Selection

The updated information will now appear:
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%5 SMART ScheduleMaster 4.0 ENT - SMART TECHNOLOGIES JAMAICA, HEAD OFFICE User: (ADMINISTRATOR)
r Iy |M§naggm/ent - Payroll Center  Meal Management  Reports  Mawigation  Window  Help
A T |@ B 8| @

|, Search, Browse  Fiker | Print. Export. Emal | Close.

=
Ei Assign Employee to Teams = Ead
Assign Employee to Teams

This torm Adds, Edits and Deletes entries made to the Assign Employee to Teams table. @

Select Employee Department |*** Show All Department *4* > | () Clear all

Select Employee Team (%) Select All

ADMIN
MEAL BEMEFIT STAFF
Temporary staff

First Mame]

MEAL BENEFIT STAFF

MEAL BENEFIT STAFF

MEAL BENEFIT STAFF

ALL STAFF MEAL BENEFIT STAFF

=)
¢
Assign Employee Team Inse
—

|Assign Employees to new Team

|MEAL BENEFIT STAFF B

Number of Employee{s}): 136

"7 more

SMART ScheduleMaster 4.0 ENT v1,0,5008.34488 | SMART TECHMOLOGIES JAMAICA, HEAD OFFICE User; ADMINISTRATOR  08-Oct-2012 02:51:39 PM |

222 HOWTOADD EDIT OR DELETE RECORDS
In using the SMARTSchedule Master, you are given the flexibility to Add, Edit and Delete
information as required. Adding new records to SMART ScheduleMaster is very simple,
simply press the Add New button on the data entry screen and fill out the mandatory
fields that are labeled in red. Press the save button when complete. Additionally, before
editing or deleting information in SMART ScheduleMaster, you should be able to retrieve

the particular record from the database using the Browse, Search or Filter options

How To add data use the Add Function
How To edit or correct information in any function use Edit Function
How To remove invalid or incorrect information use Delete Function

How To exit use the Close Function
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2.2.2.1 Browsing, Searching and Filtering records
Being able to quickly browse and find records is critical and will allow for speedy editing

of data.

| Seanch Br&uwse Filter

These buttons are located on the toolbar and is available when a data entry screen is

opened. SMART ScheduleMaster allows for you to locate records by:

1. Browsing a list of records -
2. Searching for individual records by using a keyword

3. Filtering records list to narrow data search

How to: Browse, Search or Filter records.

2.2.2.1.1 Browsing for records

Use the Browse button on the navigation toolbar to conduct a general search

|10 | © @10 B | A X |k DV A2 E G | @
Next Last | New Duplicate | Edit Delste | Cut Copy Paste | Page Size | Search | Browss | Fiter | Pant. Export Close

A detailed list will appear on the screen (sample below is from the Employees Tab), and

you will be prompted to enter the information you are searching for
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SearchFor: | |5 Stares with vi [L.% search ly,E( Tag [@!ﬂ:lect Tags
Code “  Emploves # | First Name Last hame Department Branch Tag *
»

i 2 | 18 _Lorné _‘r’ork _F\CCOUNTS _H'EP.D QFFICE

3 245 Opal | Spencer _P.CCOUNTS HEAD OFFICE

4 527 Ann-Marie Stephens ACCOUNTS HEAD OFFICE

5 62 Cerelia | Bedveard TACCOUNTS HEAD OFFICE

| i} 159 .Charmainé :Grey :P.CCOUNTS .H'EAD OFFICE

7 1 Exverton ‘Williams _F\DI""IINISTRF\TION HEAD OFFICE

8 | 12 .Gwendolyn .Williams .#DMINISTR#TION .HEAD OFFICE

19 739 Dowega | Thampson |ADMINISTRATION  |HEAD OFFICE

: 10 :51 _Carline :Ta'y'h:lr :F\DI""IINISTRF\TION _H'EP.D QFFICE

11 433 Rooland Tavlor .#DMINISTR#TION HEAD OFFICE

12 | 1001 _Alton _Bedward _F\DI""IINISTRF\TION _HEP.D QFFICE

13 1004 Raymond | Bedward |ADMINISTRATION  |HEAD OFFICE

14 | 1002 Ankwian :Bedward -ADMINISTRATION HEAD OFFICE

Rii5 1003 Rose | Browin _F\DI""IINISTRF\TION HEAD OFFICE

16 .48? ..\?\licia .\’Drk .)'-\GM .HEAD OFFICE
17 1007 andrea | Thompson |G HEAD OFFICE =

Use the column headers to sort the list in your choice of order; e.g. First name or Last

name or Department, etc.

Quick Lookup - Now Search... [First Name]

SearchFor: | |5 Stares with vi [L.'% search lyg Tag [@!ﬂ:lect Tags
Code imployee Firsk Mame Last Mame Department Branch Tag b
' L

_69 _651 _Aliashia :Willial‘ns _CUSTOMER SERY. .. _HEF\'D QFFICE

12 1001 | Ailton Bedward | ADMIMISTRATION  |HEAD CFFICE

_93 _3?3 Alvin :Williams :I'\"IP.NF\GEMENT M. _HEF\D QFFICE

1135 =) | &ndre | Spencer HUMAN RESCUR... |HEAD QOFFICE

17 . 1007 Andrea lTthpson AGM HEAD OFFICE

94 715 | Andre-Paul | Wwright | MANAGEMENT IM... |HEAD OFFICE

| 125 .?1? Aniguea .Smith :RECORDS MANA. .. .HEP.D CFFICE

39 450 | &nn b arie Taylor | CLAIMS HEAD OFFICE

_46 :49_1 _Ann hlarie :Bedwar.d :CLP.II""IS _HEHD QFFICE

108 254 | Annhdarie | wiright |MOTOR HEAD OFFICE

} B _52? Ann-harie i Stephens ACCOLNTS | HEAD QFFICE

35 7 | Ann-hd arie Williams | CLAIMS HEAD OFFICE

_26 124 _Antoinette :Thompson :CALL CEMTRE _HEP&D CFFICE

14 1002 | Antwuan Bedward | ADMIMISTRATION  |HEAD CFFICE

119 653 bzheka Tucker 'RECORDS MANA... HEAD OFFICE
=5 539 | Audrey Yark |CREDIT HEAD QFFICE 2
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In the "search for" section above the list, type the first few letters of the employee’s first

name that you are searching for

Quick Lookup - Now Search... [First Name]

Search For: jo % Starts Uith v [k_-'ﬁ Search ly_a,’ Tag [E{‘}Select Tags
Code Emplayes Firsk Mame Last Mame Department Branch Tag i

3 739 Dowega Thompson ADMINISTRATION  |HEAD OFFICE

131 754 Ciwawne .Wright \RECORDS MANA...  HEAD OFFICE

53 2a0 Erral Wakkinsaon CLAIMS HEAD OFFICE

63 4 Esther Wright CUp HEAD OFFICE

k] 441 Eulene Taylar CLAIMS HEAD OFFICE

136 4238 Eutiz Hee HUMAN RESOUR...  HEAD OFFICE

7 1 Everton wiilliams ADMINISTRATION  |HEAD QFFICE

9% 540 Faith Tucker MANAGER HEAD OFFICE

102 T46 Glenray | Stephens | MAMNAGER HEAD OFFICE

8 12 Gendolyn wiliams ADMIMISTRATION  HEAD OFFICE

101 316 Harel | Spencer MIMAGER HEAD OFFICE

28 420 Irnalyn Thampsan | CALL CENTRE HEAD OFFICE

|29 594 Jacqueling Taylar CALL CEMTRE HEAD OFFICE

&5 471 Jacqueline .Taylor LEGAL HEAD OFFICE

117 196 Janet Yark RECORDS MAMA... |HEAD OFFTICE

32 531 Jheariell wiilliarns CALL CEMTRE HEAD CFFICE

y Joseph HEAD CFFICE
) W

The name first matched name with your search will be highlighted. You may use the
scroll keys on the keyboard or the scroll bar located to the right of the screen to navigate
further. Once you have highlighted the row you wish to select you may double click or
press enter to access the the row of information. From here you may add, edit or

delete information.

Match By Options

The "Match By" options allow you to be flexible with your search. Example:
= |Is Equal : This will look for a direct match (not case sensitive) Eg. Adams =
Adams

>= Greater & Equal : This wil find all values above or equal to your search value for
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number and some text values.

Eg. For numbers: 10 >= 10 or 15 >= 10. For texts: Brown >=
Adams (i.e B is after A in the alphabet)
> Greater Than : This will find all values above your search value for number and
some text values.

Eg. For numbers: 15 > 10. For texts: Brown > Adams (i.e B is
after A in the alphabet)
<= Less & Equal : This will find all values lower or equal to your search value for
number and some text values.

Eg. For numbers: 10 <= 10 or 10 <= 15. For texts: Adams <=
Brown (i.e A is after B in the alphabet)
<= Less : This will find all values lower than your search value for number
and some text values.

Eg. For numbers: 10 < 15. For texts: Adams < Brown (i.e A is
after B in the alphabet)
%% Contains : This will find all values containing your search value whether at
the start, any part of or at the end of the text.

Eg. Adams contains "ad", "am"” or "ms"
% Starts with : This will find all records that starts with your search value. Eg.

Adams starts with "ad"

NOTE: Additional browsing and searching options can be added to each data entry

screen. Click here to see how!

Related: HOW TO ADD EDIT OR DELETE INFORMATION

2.2.2.1.2 Searching for records

Use the Search button on the navigation toolbar to conduct a individual record search.

B | A T & |E
| Close

MUE‘OO‘J I g X | =X -[‘} S I S ¥
| | Net Last | Mew Dupicate. | Edit Delete | Cut Copy Pasie | Page Size. || Search | Browse Fiter | Pt Export
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Select the search field from the box labeled "Look In" and enter your Search value.

FHEN 18 [Lagt Name Y| | Find First
For Value i- |

Adams ik
MatehBy (- 15 Egual J

Greater & Egqual
> Greater
<= Le=ss & Egual
< Less

%3 Contains
% Starts With

Press the "Find First” button to locate the first record in the list according to the

database index. Use the "Find Next" button to continue searching until your desired

record is on screen.

Match By Options

The "Match By" options allow you to be flexible with your search. Example:
= |s Equal : This will look for a direct match (not case sensitive) Eg. Adams =
Adams
>= Greater & Equal : This will find all values above or equal to your search value for
number and some text values.

Eg. For numbers: 10 >= 10 or 15 >= 10. For texts: Brown >=
Adams (i.e B is after A in the alphabet)
> Greater Than : This will find all values above your search value for number and
some text values.

Eg. For numbers: 15 > 10. For texts: Brown > Adams (i.e B is
after A in the alphabet)
<= Less & Equal : This will find all values lower or equal to your search value for

number and some text values.
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Eg. For numbers: 10 <= 10 or 10 <= 15. For texts: Adams <=
Brown (i.e A is after B in the alphabet)
<= Less : This will find all values lower than your search value for number
and some text values.

Eg. For numbers: 10 < 15. For texts: Adams < Brown (i.e A is
after B in the alphabet)
%% Contains : This will find all values containing your search value whether at
the start, any part of or at the end of the text.

Eg. Adams contains "ad”, "am” or "ms"
% Starts with : This will find all records that starts with your search value. Eg.

Adams starts with "ad"

NOTE: Additional browsing and searching options can be added to each data entry

screen. Click here to see how!

Related: HOW TO ADD EDIT OR DELETE INFORMATION

2.2.2.1.3 Filtering records
Use the Filter button on the navigation toolbar to limit the record list to only those

records matching the filter values.

[ 105 O @ |1 B |2 b = L e I S Y V[T @ &
| e e e S bl et e e e e G (e e =t

Select your desired filter options and click the apply filter button. Only those records
matching your selection will be shown on the data entry screen you are filtering. To clear

the filter, select the Filter button on the toolbar and click the Clear Filter button.
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Riter Option=

Department EACCOLIF-JTS 3 :
— - 5

Branch !JAMAICA - DEFALLT - KINGSTOM - HEAD OFFICE b | Apply Filter

Last Name | | e

First Name || | E3 Clear Filter

9 Cancel

NOTE: Additional filter options can be added to each data entry screen. Click here

to see how!

2.2.2.2 Add & Duplicate Function

The Add New Button

Adding a new button operates consistently throughout the SMART ScheduleMaster
application.

P.Qw

When a new record entry is required, always look out for this button "Add New". Left
mouse click on this button to clear the screen and allow you to enter the values for the
new item.

Note: Fill out all items labeled RED, the others are optional.
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Employee Listing
This torm Adds, Edits and Deletes entries made to the Base Form table, @

| (3) Current Employees

i . _ - =N Employee # | Gender vl @ Record 137 of 137 @
.'\. y First Name | Middle Name | | ¥iew Employee Category
Last Name |

Work Team

w ' Pay Cycle | b
ﬂ e : ~ Last Updated
Date Employed | <Select Date> ¥ | () Works Weekdays (%) Works On Shifts  Schedule #

Employes Profile | Separation Infa |
Payroll #/Code !7! Pay Rate |REG$0007\/! Department | R |
Job Title ! — vTi Dept. Section | - \:|
Employee Type | | Status |CONFIRMED (ACTIVE) || Branch | 3 |
Default Shift |RECLLAR 2:00 AN to Si00PM ¥ Security Level  [Reguar Employce ¥Jtogintame | 1]
Email [ ] [] Receive email notifications Bank Branch ! v_I Account # | |
Employee # First Mare Last Mame Job Title Branch Type Department:
:498 Sharika .\"Dung ;ALL STAFF .HEAD COFFICE =FULL TIME :BROKER UNIT
470 Stacy-Ann I Young ALL STAFF | HEAD OFFICE | FULL TIME CUR
<5elect Dataz <Seleck Dataz =5elect Dataz

e X (™
R e o

Example: Adding a new "Employee” in SMART ScheduleMaster.

To add a new Employee you first left mouse click the "Add New" button. Enter the
employee name and other required information labeled in red then left mouse click
either on the "Save & New " button if you want to save the current record and add
another employee after, or just click "Save " button if you're only creating a single
record; and you're done. Left mouse click the " Close " button to exit the window.

The Duplicate Button

The duplicate button works similar to the Add New except it does not clear a blank
screen for data entry. Instead, this button will make a duplicate copy of an existing
record and place it on screen for modification then saving. This feature is particularly
handy when entering multiple records with similar information. Eg. Employees of the

same location and department (only name and employee number would be different).

Reminder: When duplicating records, always remember to make the necessary

changes before saving!
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Related Topics

Edit

Save

Save & New
Cancel
Delete
Close

2.2.2.3 Edit Function

Editing is carried out in a consistent manner within the SMART ScheduleMaster
application.

dit
First find the particular record from the database using the Browse, Search or Filter

options. Then left mouse click the "Edit" button to allow the values of existing data to
become enabled and editable. Make your adjustments then save when done.

Note: Fill out all items labeled RED, the others are optional.

Example: Editing a "Location” in SMART Schedule Master.

To edit any existing Location, first find the particular record from the database using
the Browse, Search or Filter options.
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E' Locations

Locations
This Farm Adds, Edits and Deletes entries made to the Locations table. @

Country CARIBEEAN - JAMAICA
Location | Active
Description

Location Counkry Bckive

DEFALULT - KIM sy JAMALCA

Q@ @
Add Tew cdit a

=)
9] O T
Cancel )

Celete [

Once selected left mouse click on the "Edit" button and start editing the name of the
Location in the "Location” field. Hit the " Save " button to finalize your update.

Related Topics

Add

Save

Save & New
Cancel
Delete
Close

2.2.2.4 Delete Function

Deleting a record is carried out in a consistent manner within the SMART ScheduleMaster
application.
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First find the particular record from the database using the Browse, Search or Filter
options. Left mouse click the "Delete” to initiate the process of deleting the currently
selected and displayed record. A confirmation dialog will immediately appear asking you
to confirm removal of the selected record. Once confirmed, the affected record is

permanently removed.

NOTE: Deleted records can only be retrieved by the database administrator if the
Audit module is enabled or a backup or transaction log is available!

Example: Deleting a "Location” in SMART ScheduleMaster.

To delete a Location, first find the particular record from the database using the

Browse, Search or Filter options.

Locations
This form Adds, Edits and Deletes entries made to the Locations table.

| KINGSTOM LOCATION 2

Confirm Delete

\ ? J Are you sure you want to delete this record 7

L fes ] [ Mo ]

Country |CAF{IBEEAH - JAMAICA N |
Location |KINGSTON LOCATION 2 | Active
Description
Location Country Active
DEFALILT - KINGSTON [ JAMAICA |

CAVAL AT

To ensure that the Location is selected. Once selected left mouse click on the "Delete”
button. A confirmation window will appear, click "Yes" if you want to confirm deleting
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the Location, and "No" to cancel.

Related Topics

Add

Edit

Save

Save & New
Cancel
Close

2.2.2.5 Save Function

Saving new or edited data is carried out in a consistent manner within the SMART
ScheduleMaster application.

&

After entering a new record or editing an existing record, use the "Save" button to
commit the new or edited information into the system.

E Employee : [1001 - BEDWARD, Alton Andrew]

Employee Listing
This form Adds, Edits and Deletes entries made ko the Base Form table, @
@ - % Employee # 1001 Gender | <NOME SET> | Record 1 of 136
4 Il

First Name !Alton i Middle Name | | ¥iew Employee Category

% Last Name |Bedward | (3) Current Employees
‘a.._,____,.u.r" L |
Work Team | MEAL BEMEFLT STAFF v|Paycyde [pefaukPaycycde v
ﬂ T  LastUpdated
Date Employed | <Select Date> L! () Works Weekdays (%) Works On Shifts  Schedule # 2
Employes Profile | Separation Infa |
Payroll #/Code [1001 | PayRrate [Reqgo.00 v| Department  [apMmISTRATION |
Job Title l,qLL STAFF “ ! Dept. Section ! R |
Employee Type |FULL TIME v | Status |conFIRMED (ACTIVE) v | Branch | 3AMAICA - DEFAULT - KINGSTON - HEAD OFFICE |
Default Shift !REGULF\R 2:00 AM o 5:00 PM v Security Level [reguiar Employee ~ |Login Name |1001 !
Email | 1 [[] Receive email notifications Bank Branch |NATIONAL COMMERCIAL BANI v | Account # ! |
| Emplayee # First Mame Last Mame Job Title Branch Type Department
| | |
» | |EIE¢|:|'a'-.'-5r'|:| |F\LL STAFF HEAD OFFICE FULL TIME |F\EZI|"-"|II"-]I'_:-TF!.F\TIIZ:ZII"-]
491 Ann Marie .Bedward ALL STAFF HEAD OFFICE I_FULL TIME CLAIMS
100z Anbwuan Biedward | BLL STAFF | HEAD OFFICE FULL TIME | ADMIMNISTRATION

[I5hs
[
se

e ¢ o

Clicking on the save option will commit the new information and keep the screen open
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thereby allowing you to continue to work without re-opening the screen.
E Employee : [1001 - BEDWARD, Alton Andrew] =l |
Employee Listing
This tarm Adds, Edits and Deletes entries made to the Base Form table. @
i _ e D Employee # i-iDDI Gender @ Record 1 of 136
.I\, 4 First Name Enltnn . Middle Name | | Yiew Employee Category
Last Name |Bedward |
T e Pay Cycle () Separated Employees
T Last Updated
Date Employed | =5ele .7 Schedule # v
Employes Profile | separation Infa |
Payroll #/Code !1001 Pay Rate RF Department
Job Title Dept. Section
Employee Type Status Branch
Default Shift GULAR 9100 &M b Security Level Login Name 1001 [ |
Email [ ] Receive email notifications Bank Branch Account # | |
Employee # First Mame Last Mame Job Title Branch Department b
» : Ao ALL STAFF HEAD OFFICE ADMINISTRATION
491 Ann Marie .Bedward ALL STAFF HEAD OFFICE CLAIMS
100z Anbwuan Eedward ALL STAFF |HEAD OFFICE ADMIMISTRATION
p P
JEN
Related Topics
Edit
Save & New
Cancel
Delete
2.2.2.6 Save & New Function

Save & New is equivalent to manually left mouse clicking the "Save" button to commit
record, and then left mouse clicking "Add" button for the insertion of new record. We've

made easy for you by combining this common work flow into one click; the "Save & New'

button.

After entering a new record, use the "Save & New" button to commit the new
information into the system and clear the screen in preparation for the entry of another

new record.
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E Employee : [1001 - BEDWARD, Alton Andrew]

Employee Listing

This torm Adds, Edits and Deletes entries made to the Base Form table,

Eedward

ﬂ Employee # ilDDl Gender !qNONE SET= v| Record 1 of 138
First Name !AIton i Middle Name | [ ¥iew Employee Category
] Last Name |Bedward | () Current Employees
S L |
L Work Team |MEAL BENEFIT STAFF v |PayCycle  [Default Pay Cyde hd |
e — d ~ Last Updated |
Date Employed | <Select Date> | () Works Weekdays (% Works On Shifts  Schedule & | 2
Employes Profile | Separation Infa |
Payroll #/Code !mm | PayRate |REG40.00 v Department | aommzsTRATION » |
Job Title l,qLL STAFF “ ! Dept. Section | R |
Employee Type |FULL TIME v | Status |conFIRMED (ACTIVE) v | Branch | 3AMAICA - DEFAULT - KINGSTON - HEAD OFFICE |
Default Shift !REGULF\R 9:00 AM ko 5:00 PM “ ! Security Level IRegular Employes ~ iLogin Name |1001 |
Email [] Receive email notifications BankBranch |NATIONAL COMMERCIAL BAN v |Account # | |
Employee # First Mame Last Mame Job Title Branch Type Department
) | y
r | Alton | |HEAD OFFICE FULL TIME |
1491 Ann Marie Bedward ALL STAFF 'HEAD OFFICE FULL TIME CLAIMS
: 1002 | Antwuan ;ALL STAFF ;HERD QFFICE ;ADMINISTRATION

FULL TIME

e ¢

E‘
5e

Clicking on the save & New option will commit the new information and create a new
blank screen thereby allowing you to begin work on a new item in the same section of

the program without re-opening the screen.
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Employee Listing

This torm Adds, Edits and Deletes entries made to the Base Form table,
Ernloyees Gender | = Record 137 of 137
First Name

|

| | Middle Name | [ ¥iew Employee Category
Last Name |

|

| (3) Current Employees

w | Pay Cycle w

ﬂ T — ~ Last Updated |
Date Employed | <Select Date> | () Works Weekdays (%) Works On Shifts  Schedule #

Work Team

Payroll #/Code !—! Pay Rate W Department | v |
Job Title | “ ! Dept. Section | R |
Employee Type | v | Status |conFIRMED (ACTIVE) v | Branch | |
Default Shift  |REGULAR 9:00 AM o 5:00 PM | Security Level |Regular Employee + |Login Name !7|
Email [[] Receive email notifications Bank Branch | ¥ |Account # |

Employee # First Mame Last Mame Job Title Branch Type Department

495 ‘ Sharika i\"Dung F\LL STAFF HEAD OFFICE | FULL TIME ééROKER UNIT

a7 Shacy-Ann Young AL STARE HEAD OFFICE FULL TIME cup

| ct Data>

B¢ B]a)e =

Related Topics
Add
Edit
Save

Cancel
Delete

2.2.2.7 Cancel Function
The "Cancel’ button can be used to stop any action executed prior to saving it. This

button can only be used when the Add New or Edit options have been executed prior.

Cancel

Related Topics

Add

Edit

Save

Save & New
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Delete
Close

2.2.2.8 Close Function

The "Close" button will exit any window or dialog that it is displayed on. This button is
located on data entry screens, the Navigation toolbar and the Navigation Menu. Should
you have new data displayed in the window you will be prompted to save before the
screen is closed. The user may also cancel the close screen operation and continue
working.

Related Topics

Add

Edit

Save

Save & New
Cancel
Delete

2.3 Setting Up Users & Security
SMART SCHEDULEMASTER SECURITY SETUP
STEP 1: SETTING UP TEAMS

Go to the menu Tools & Options >> Company Setup >> Work Teams. If the team does
not exists, add it.

Example.

Operations Team (has all members of of the Operations Team as selected on their
employee profile)

Operations Supervisor Team (When added under user group should have access to the
Operations Team)

STEP 2: ADD USER GROUPS

Go to the menu File >> Security Settings >> User Groups. If the group does not exist,
add it.
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Also select the Work Teams that this user group should have access to. This gives the
supervisor of this group access to their employees

STEP 3: GROUP PERMISSIONS

Go to the menu File >> Security Settings >> Group Permissions. Since users maybe
members of one or more groups, menu, branch and other access permission does not
need to be set for each individual group. Ensure the basic security menu access groups
are setup first as access rights can be compounded by adding users to one or more User
Groups at the User List screen.

STEP 4: USER LISTS

Go to the menu File >> Security Settings >> User List. Add the employees login details.
Username and login nhame are the same. Select the menu access group (eg. Supervisors
Menus which gives access to supervisor functions) and the Team access group (eg.
Maintenance Supervisor which gives access to all maintenance employees)

STEP 5: UPDATING EMPLOYEE PROFILE
Go to the menu Tools & Options >> Company Setup >> Employee Listing.

Edit the record and place the employee on their team. Supervisors and Manager should
be on a separate team. See step 1 example

NOTE: If an employee that was already setup is replaced and a new employee takes
over that position the Do step 4-5 only.

Setting Up Company Profile & Employees

Before you add employees, it is recommended that you set up your company
information. This can be done at:

1. Go to menu TOOLS & OPTIONS >> COMPANY SETUP
a. set up each item in this menu one by one. The most important ones are
DEPARTMENTS, JOB TITLES and WORK TEAM (or PAYROLL CATEGORY)

NOTE: If you are using SMART Staff HRMIS, Simply use the Synchronize utility to
setup these data elements.

2. After set up, go to TOOLS & OPTIONS >> COMPANY SETUP >> EMPLOYEE
LISTING to add new employees.

NOTE: If you are using SMART Staff HRMIS, Simply use the Synchronize utility to
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up the employee listing.

SMART TECHNOLOGIES JA, SHOP 26 CLOCK TOWER User: (ADMINISTRATOR)

Mlanagement | Tools & Options | Terminal Management  Payroll Center  Reports  Help

| ﬂ Company Setup | ﬁ Employee Listing "
-.‘_j:’l Time SettinggeRee . [ WorkTeam |
. Enter
Payroll PlDEE Lic Dt
"3 shift Setup Department Section
~ Schedule Time Summaries Regions
~1 Schedule GelsssRasson Countries
Configure Locations
_ Company
o T Branches
‘”". ; Job Titles
Other Options Employee Types
E Job Status

Sync i using SMART Banks

Staff HRMIS

Bank Branches

Sync with SMART Staff HRM

© 2014 SMART Technologies Jamaica



SMART ScheduleMaster Enterprise

How to register employee on time clock (Quick Register)

1. Go to menu TERMINAL MANAGEMENT >> AUTO REGISTER USERS

2. Where it says “REGISTER USERS ON TERMINAL”, select the TIME CLOCK you
wish to register the person on

3. NOTE; Select the appropriate filters to ensure the wrong persons are not
registered to the wrong clocks. WARNING: THIS IS TEDIOUS TO UNDO!

4. After filtering, choose the “SELECT ALL SELECTED” option if the USE column
is not ticked for each employee.

5. Press the “AUTO REGISTER SELECTED EMPLOYEES TO TERMINAL” button to
confirm and wait until done. Process should complete without error. After
the update is complete, the system will ask if you wish the print the
Terminal Register report for manual entry of fingerprints on the biometric
machine. You can select No and print this at a later time.

Printing register report to enroll fingerprints manually

1. Go to menu REPORTS >> TERMINAL MGMT >> TERMINAL USER REGISTER

2. Select a specific terminal or the “SHOW ALL” option to print register for all
clocks

3. Press the “SHOW REPORT” button to preview. When ready to print select
the PRINT button on the toolbar above the report.
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E Auto Register Users on Terminals

Register Users on Terminal 01 Customer Service :

Auto Register Users on Terminals
This torm Adds, Edits and Deletes entries made to the Auto Register Users on Terminals table.

vi Create New Users [ | Update Existing
Filter Options

Select Locations | Select Job Titles

[] JAMAICA - KINGSTON - BOGUE 5T JAMES | [ accounTanT A_i
[[] IAMAICA - KINGSTOM - PORTLAND | |[[] ACCOUNTS CLERK s
|[] ADMIN CLERK/TYPIST (ASST. OPS ! ‘
| 3AMAICA - KINGSTON - SPANISH TOWN e ’ v | i|:| ADMINSTRATIVE ~|
Location Employee Type Department Job Title
() select All (3 Clear All () Select All (3 Clear All () select All 3 Clear All () Select All () Clear All
goyes # Payroll# First Mame Last Name Job Title Branch Type Department b
> Tick All i'W'LLLIAMS |ADMINSTFLATIVE SHOP 26 CLOCK TOW... !FI_ILL TIME iADMINISTF‘.A‘I'IVE
Employees to ROCHELLE  GREGORY  ADMINSTRATIVE SHOP 26 CLOCKTOW.., FULLTIME  ADMINISTRATIVE
Enroll YVONNE |cHIN ADMINSTRATIVE |SHOP 26 CLOCK TOW.... |FULL TIME ADMINISTRATIVE
: i ! (GREGORY :MARLDH sacuam SHOP 26 CLOCK TOW. ., H.!.LT!ME SLRVEB.LMCE
| agos | a0os |wavne DIXON |secuRTTY |SHOP 26 CLOCK TOW... [PROBATION | SURVEILLANCE
:aaus :aaus COLEEN BELL G{EFM:C&MM 'SHOP 26 CLOCK TOW... :FU_LTIME &CCO‘I.NTS
AQ07 AQ07 OPAL LEAVAS ACCOUNTANT |SHOP 25 CLOCK TOW.... |FULL TIME ACCOUNTS
' A008 A008 : : _ACCOUNTS CLERK SHOP 26 CLOCKTOW... FULTIME  ACCOLNTS
| acos | a00s Register or Remove COUNTS CLERK |SHOP 26 CLOCK TOW... |PrRoBATION | AccoLNTS
a010 a010 Em.ﬁ:::gig‘om A ENTRY MANAGER | SHOP 26 CLOCK TOW... FULL TIME \DATAENTRY lv

P

Employee Selection
i‘] [] use Payroll Numbers as Enroll Numbers?
Selected Employees

P
AutoRegisterSelectegE ploy to Terminal ‘

() Select All Selected () Clear All Employees

How to Register fingerprint Electronically via Software

1. Go to menu TERMINAL MANAGEMENT >> MANAGE USER PROFILES
2. From the list of Terminals, select the Time Clock the user is assigned to
3. From the list of users in the employee list, highlight the name of the
employee
4. Click the Access Management tab.
5. Click the button Enroll User Fingerprint
a. Use Enroll by Sensor if you are using a USB Enroller
b. Use Enroll by Device if you are using the designated TimeClock
6. Follow the on screen instructions to complete the process
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User Profile Management

User Profile Management
This torm Adds, Edits and Deletes entries madeto the,

2. Select
Termir_lal

Select Terminal &/or set Date & Time

Select Terminal |01 Customer Service : 192.158.1.201 Poe®

User Register | Access Management |

] GREGORY, ROCHELLE - A0O2 | Reqular User

Employee Nur ; GREGORY, ROCHELLE ool Nucaties |User 00003
4. Click Access
Branch TOWER Privilege sgular Lse
Department PIN/Card No. || || |
i [ADMINSTRATIVE )

Job Title | User Is Active [Upload User Info to Terminal ]
| Enroll Mo, Employee S Branch Job Title Department Active #
[1 |TECH, SMART - ADMIN E3- ﬁi"d trator  |SHOP 26 CLOCKTO... |SYSTEMS ADMINIST... |INFORMATIONTEC... | =
| { - mployee ; e e o i -
. WILLIAMS, ERICA - AL & 'SHOP 26 CLOCKTO...  ADMINSTRATIVE  ADMINISTRATIVE |

SHOP 26 CLOCKTO..,

4 CHIN, YVONNE - AD3 Regular User SHOP 26 CLOCKTO...  ADMINSTRATIVE ADMINISTRATIVE ;
s |MARLON, GREGORY - ADD4 | Reguiar User |SHoP 26 cLOCKTO... |SECURTTY | SURVEILLANCE | |
j'ﬁ lwm,_-wkm-aws RszlarUser |&KP25C1WTO SEELRII’Y m\ﬂuﬂ(f |
7 |BELL, COLEEN - 005 | Administrator |sHOP 25 CLOCK TO... iCHIEF ACCOUNTANT iACCOUNT‘S i

9 WIILIAMS, DANIKA - AQDS !Regjwuser SHOP 26 CLOCKTO... ACCOUNTSCLERK  ACCOUNTS . ;
|10 |BUCKLEY, SHAKERA - 003 | Administrator |SHOP 26 CLOCKTO... |ACCOUNTS CLERK | ACCOUNTS | |
I3 COIEETTHS MABCTA -nOnD Demdar liger SHAP A CIACKTA  OELT ATTENRANT e _m [

<]

ADMINSTRATIVE | ADMINISTRATIVE

User Profile Management

User Profile Management
This torm Adds, Edits and Deletes entries made to the User Profile Management table.

Select Terminal &/or set Date & Time

Select Terminal iDl Customer Service : 192.168.1.201 Port: 4370

v| [] Change Date/Time |25-May-2011 12:36 P

5

5. Select Enroll
Option and follow on
screen instructions

Connect to Terminal

Master Template

Employee A002 - GREGORY, ROCHELLE Fingeri
B h [SHOP 26 CLOCK TOWER 0 |»| [Enroll Us!r Fingerprint] 0
rand | =

Degartasens AEMBETRTTE | m Enroll by Using Sensor )

[ | ch.No.
Job Title | ADMINSTRATIVE |/ Enroll Cirectly On Device °

4 n 01 Customer Service 1
-

Upload Upload
r Fingerprints Current ALL USERS
User Finger Finger
Template || Templates
FP
IP Address
B  Status | [PLEASE NOTE : No
?192.153.1.201 x Fingerprint Template found

in server database. Please
download from Terminal.

Terminals
() Select All ) Clear All

Download Template to
Terminal(s)

Remo\-e'l"ﬁTBIatefrom
Terminal{s)
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HOW TO ENROLL FINGERPRINTS MANUALLY ON CLOCK
(BLACK & WHITE SCREEN)

Please follow these instructions exactly
1. On the unit press MENU then press the number ONE (1)
2. Press OK, then enter 1234 (default password), then press OK
3. With the arrow pointing on USER MANAGE, press OK
4. With the arrow pointing on ENROLL USER, press OK
5. With the arrow pointing on ENROLL FP, press OK (FP means fingerprint)
6. The unit will now ask if it is a “NEW ENROLL”, press ESC for NO

7. On the sheet provided, look up the name of the staff whose fingerprint you
want to enroll and pick up the ENROLL No. to the left of the name.

8. Enter the ENROLL No., then press OK

9. Place the employee’s middle finger of right or left hand (whichever they
use), flat on the surface of the scanner avoiding the TIP of the finger. This is
to be done three times.

10. Afterwards, press OK to save. If the scan wasn’t scanned properly, the unit
will try and scan three more times to get good quality fingerprints.

11. When completed, the unit will ask if “BACK UP ENROLL CONTINUE?” this is
to enroll another staff member. If yes, press OK and resume from step 7.

12. Otherwise, press ESC one or more times to exit to the menu option and go
to the main screen where the clocks time is displayed.

HOW TO ENROLL FINGERPRINTS MANUALLY ON CLOCK
(COLOR SCREEN)

Please follow these instructions exactly
1. On the unit press MENU then press the number ONE (1), then ENTER/OK

2. Enter 1234 (default password), then press ENTER/OK
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251

252

. With the arrow buttons select USER MNG, then press ENTER/OK

With the arrow buttons select MANAGE, then press ENTER/OK

Press Zero (0) to bring up the search box. On the Terminal User Register
report, look up the name of the employee whose fingerprint you want to
enroll and enter the ENROLL NO to the left of the name, then press ENTER/
OK

Using the arrow buttons Ensure ENROLL FP (FP means fingerprint) is
highlighted, then press ENTER/OK

The unit will now ask if it is a “NEW ENROLL”, press ESC for NO

Place the employee’s middle finger of right or left hand (whichever they
use), flat on the surface of the scanner avoiding the TIP of the finger. This is
to be done three times.

Press the ESC button twice then press ENTER/OK to save. If the scan wasn’t
scanned properly, the unit will try and scan three more times to get good
quality fingerprints.

10. To enroll another employee directly after, resume from step 5.

1.

Otherwise, press ESC one or more times to exit to the menu option and go
to the main screen where the clocks time is displayed.

Time Management Configurations

Enter topic text here.

Shift & Scheduling Options Setup

Enter topic text here.

Time Calculation Options

Enter topic text here.
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2.6 Meal Management Configurations

Before you can use the Meal Management Module, a number of parameters need to be

setup. The Meal Management module accommodates two working scenarios. These are:

OPEN CANTEEN SYSTEM

The open canteen system is on where a menu is provided and employees may have any
item on the menu without pay. Al that is done is that a record is kept of each date (or
sometimes time) the employee is issued a meal. The total is tallied and used to do a

payout.

MEAL BENEFIT ALLOWANCE SYSTEM

When employees received a benefit amount that has a value this system is used.
Employee's accounts are topped up at intervals and the employees charge their account
for meals until the amount is depleted. The amounts can be refresh with an overall new

amount or an accumulated amount.

For an Open Canteen these parameters include:
1. Employee Module Setup
2. Meal Rules Setup
3. Assign Employee Team (if required as teams maybe already set on employee’s

profiles)

For Allowance Benefit Distribution these parameters include:
1. Employee Module Setup
2. Assign Employee Team (if required as teams maybe already set on employee's
profiles)
3. Holidays Setup

4. Meal Allowance Setup
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5. Product Category list

6. Product Item list

Tutorial: Updating Schedules & Timesheets

PAYROLL TIMESHEET CHECKLIST

To ensure your timesheet is complete and ready
for payroll, please ensure the following checklist
items are complete.

Complete your Schedule for the current pay
period for all employees under your
supervision.

Go to Produce “Timesheet Report” menu,
“Calculate Timesheet” and then click the
“Adjust Timesheet” button.

Ensure all shifts are correct (sometimes
employee’s switch. If so amend the
Schedule), fix all incomplete timesheets by
using the override time and approve extra or
overtime if any. Repeat as needed for each
employee.

Sign Off your current pay period, print the
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“Period Timesheet Summary” report, sign
and submit to the payroll administrator.

CREATING SCHEDULES

1. On the Scheduling menu, select New Schedule
2. Select a Schedule Type.
a. Static Schedule
A static schedule as a defined Start and End Date such as:
January 1 2011 to January 30, 2011.
b. Rotation Schedule
A rotation schedule is one that has a defined number of weeks such as
1, 2, 3, 4 etc. When the last week has passed, the schedule restarts at
week one and the cycle repeats.

3. Enter a Title or Name of the schedule. Use your department name and the
date period description to easily identify the schedule later. Eg. “Operations
Schedule June1-15”. An optional password maybe entered to prevent others
from opening and editing your schedule.

4. Select a Start and End Date for the duration of the schedule

5. Press the Save & Close button, keep or change the filename for your
schedule, select the folder or drive where you wish to save it and press
Save.
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[ Schedule Properties

Schedule Properties

select schedulefRoster Type
(a) Static Schedule (Specific Period)

This torm Adds, Edits and Deletes entrie

schedule Title |Januarw 2011

Schedule Period
Start Date

101 January ,2011
End Date

131 January ,2011

Effective Date

{wwe&ﬁnseJ ‘mm ‘

01 January , 2011
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Adding Employees to Schedule

1. When a new schedule is created, the employee list will appear or on the
toolbar press the Add Employee button or go to the Edit menu and select
Add Employee(s)

2. Select the employees by ticking the boxes in the first column of the list of
use the Select All option located at the bottom of the screen.

3. If the employee list is very long, you may use the filter options at the top of
the screen to reduce the employee list.

4. The Assign Locations tab allows you to specify which location/branch the
employees should be listed other than their home location/branch.
However, this is only used in special cases.

.0 ENT - SMART TECHNOLOGIES JA, SHOP 26 CLOCK TOWER  User:(ADMINISTRATOR) - [01 Jan 2011 TO 31 Jan 2011 (January 2011)]

View  Time Management  Tools & Options ~ Terminal Management  Payroll Center  Reports  Help -8 x
03 L [0t January | 2011 V‘OO‘ ‘ ‘ | |}‘9|-‘;|§ < ‘@scrmmomms
i << ALL LOCATIONS > i {5, <<NONE>> [z <<NONE >> {5, 9 <<NONE >> 7 Notes:
= = — = =
| Saturday Sunday Monday Tuesday Wednesday Add Employees Friday
7/1/2011
Add Employees To adule
Add Employees To Schedule
This torm Adds, Edits and Deletes entries made to the Add Employees To Schedule table. @
Filter List By Using Options ... Show Employees
[]3obTitle | RECEIVALS MANAGER A KINGSTON - BOGUE 5T JAMES (&) Not Yet Added Cleaﬁlltef
-
*+* Not Filtered S
] Department O Already Added | Ty
Select Employees Assign To Locations
Emp # First Name Last Name Type Job Title Department Branch [
co71 ‘CONTRACI’ WORKER | CUSTOMER ASSISTANT  |CUSTOMER ASSISTANTS |SHOP 26 CLOCKTOWER | =
o (TS e S S e et S
Moo1 PROBATION MAINTENANCE MAINTENANCE SHOP 26 CLOCK TOWER
0 o (GENERAL WAREHOUSE  SHOP 26 CLOCKTOWER
A018 JANITORIAL SHOP 26 CLOCK TOWER
i i | T T e A o ERT e
AQ0B FULL TIME ACCOUNTS SHOP 26 CLOCK TOWER
FULL TIME 5 CLOCK TOWER
E"‘ Select All or Clear '
e All option | FULLTIME | |ACCOUNTS SHOP 26 CLOCK TOWER
0 | PROBATION. | CSYSUPERIISOR
| il

Employees

) ClearAll () Select All
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03 January , 2011 «|@Q O| Row: 4 | 1x1 | H@ D‘ = | R & x [YDscHeDULE OPTIONS

<< ALL LOCATIONS >3 = BELL, COLEEM CHIEF ACCOUNTANT - ADO6 = << NONE = = << NOME »> x (\ << NONE >3 ~ MNotes: ‘w

» o
Sunday Mondav fauced Friday ”
o Shao Lomo i s 12011 Notes box and 7/1/2011
i Reasuns i ut‘lnn
Locations filter Schedule s

A019 - JANITORIAL
HALTEN WilsOME VACATION VACATION VACATION VACATION VACATION VACATION VACATION

JANITORIAL DUTY

CO16 - TRAIMEE CASHIERS [ f] DAY sHIFT A t0a- [ ] DAY SHIFTA 1a- [ ] DAY SHIFT A 10a- [ ] DAY SHIFT A 10a- [ f] DAY SHIFT A 102~ [ Jf] DAY SHIFT A 10a- |
BECKFORD, ODELL 4 Lo A oy otp 4 06p A 06p 4 op
TRAINEE CASHIER e ¥ il I i

ADDD - ACCOUNTS
4 BELL, COLEEN
CHIEF ACCOUNTANT

AD12 - DATA ENTRY

1R

BENNETTE, TRUDY Toolbar functions.
DATA ENTRY CLERK | | | I Also available
w011 - PRODUCE i
BERTRAM-SMILEY, ROSE under me Edit a“d

PRODUCE CLERK

A011 - DATA ENTRY
BIMNS, JOHNATHAN
DATA ENTRY CLERK

Updating your Schedule

All the options to update your schedule are located on the Edit and View menus.
Some are summarized below.

1. Schedule Time Reasons
a. Schedule reasons are notes as to why employees maybe absent. This
maybe SICK or VACATION or any other reason entered by you. This list is
updated under the Tools & Options menu

2. Shifts
a. Shifts are prescribed Start and End times for employees to begin and end
work. After a shift is selected, you have to use the Delete Shift button
beside the Shift list to remove it before you can select a new one. The
Shift list is updated under the Tools & Options menu.

3. AdJUSt Shlft Tlmes

A lred oty _,._. Timesianew Times ﬂ
Mew Shift Time
Shift Start | 08:00 AM -1+ | 30 :Minutes = 08:30 AM

Shift End 05:00 PM -.I'+ | J; :IM;nutes = 03:30 PM

[ Cancel l [Apphr.ﬁdjustment]

a. There may be a random change in shift times for a particular reason but it
is not intended to be permanent. Select a shift that closely matches the
time frame you desire then right click on the shift on the date schedule
and select Adjust Shift times. Use the arrows to adjust start or end time
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up and or down. When you are done click Apply Adjustment.

b. If one or more employees are on the adjust shift time, you can copy the
Adjusted shift from one employee to another. To do this, right click on
the adjust shift and select Copy Adjusted Shift. Select the other dates
and employees and employees who will be on the adjusted shift, right
click and Select Paste Adjusted Shift. If you want to cancel the copying
process select Cancel Copy Shift.

4. Departments
a. An employee may work in one department today and another tomorrow.
In such instances you can select the name of the department of the list to
specify. This list is updated under Company Setup on the Tools & Options
menu.

5. Notes
a. Using the notes box you can set reminder notes where an employee made
a request or any other reason. After the note is entered you must press
the Save Notes button to record the note.

6. Remove Employee
a. Ensure the employee is selected and press the Remove Employee button
on the toolbar or on the Edit menu.
7. Copying Schedules
a. Under the Scheduling menu there is a Copy Existing Schedule option. This
option allows a duplicate copy of a schedule to be done from one week
(or period) to the next. Simple open the schedule you want to copy and
select the Copy Existing Schedule and follow the steps.
8. Print Schedules

4

e 5 R 8 3

g A Marthlty Master Schedule

Employee Monthhy Calendar

Employee Caity Calendar

Mizar Rarm s Emee (203

a. After your schedule is complete you may print a copy to post for your
staff to see. Simple select the print icon on the scheduling toolbar and
select one of the schedule formats available to print.
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Making your Schedule Active

The Master Schedule is what is used to validate an employee’s time/shift. After
you have completed your schedule you should Update Master schedule so that
the employee’s shifts become active. Therefore the Master Schedule must be
updated with all schedules.

Note:

o

B 3 oo L)

Sdremllng | Edit W¥iew Time Management Tools & Options

Print Preview Schedule i

Save Schedule Cirl+5 /
Close Active Schedule Ctrl+C

Schedule Properties
Switch Scheduled Employee

v
P

Update Master Schedule
Clear Master Schedule

. As you make your updates remember to save. Under the Scheduling menu,

select the Save Schedule option.

. After your Schedule is completed you need to make it active. To do this, go

to the Scheduling menu and select the Update Master Schedule option.

. Alternately, you may remove all entries for your opened schedule from the

Master Schedule by selected the Clear Master Schedule option.

Updating or Clearing of the Master Schedule only makes changes based on
matching data from the schedule you currently have opened.
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PRINTING TIME SHEETS

Timesheets are printed on a periodical basis by selecting a start and end date
which outlines the period, e.g. Jan. 1, 2010. For accurate timesheet reports,
processing of the timesheet data must be done first.

HOW TO PROCESS TIMESHEETS:

1. Login by entering your assigned username and password

2. Go to the following menu PAYROLL CENTRE >> PRODUCT TIMESHEET REPORT

3. Select the category of staff you want to produce by deselecting all the other

EMPLOYEE TYPES

4. Set the Start and End dates to the period in which you want to process.

5. Then press the CALCULATE TIMESHEET button. This process might take a few
minutes to complete but will prompt you once it’s done.

E Calculate Timesheet [2514 in list]
Emp = First Mame Last Mame | Calaulate Timesheet Options ;I:BFE”CH'.ES;_];DCE'W”SE
» | Select Team(s) Employee Selection

110812 | KEMRODGE ADAMS (] DALY TEAM ‘
[#1| 110813 |sANDRA ADAMS L] TEAM ONE ; __ (O Clear All Employees
= o | |[2] weekLY TEAfS "Salect Teams

110814 Diavid ADMAN or Employee (%) Select All Selected
]| 111742 TERRIan AFFLICK Types
110815 ' CLAUDETTE AGARD - HILL
M| 111743 |cLavmon ALDRED SAl BT A YEAR | c1gn oOFF
.119001 -Daisy ALEYANDER. |Perind One Fortnighthy Mayl to Ma VH 2013 $| PAYROLL
M|110002  |cheven ALLEN Selext Repoeting Perior S
' 110003 -Dwame | ALLEN Update Time Log & Punch | Run On Server
([ 111744 |FRANCIS ALLEN Pay Period Start Date Pay
111246 VAN ALLEN 03 ary , 201 I Period

Pay Period End Dat

| 111745 |LEsLE ALLEN —ay rernaine Late ;

| 3 | ] f Timesheet
111247 | Marlan ALLEN L | .
M|111747  |PauL |ALLEN 4. SetDate
110815 SANGEAN ALLEN Period
|111248 | shanetk ALLEN
111249 | KALA-ANN ALLISON _ -
: 111748 [MARCEL | ALLISON h_‘;heﬂ!e I:)r:ll_': More Reports
111250 Diwayne ALLWOOD
m 1410801 itarlnn FAREYalalnl

ON THE SAME SCREEN
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Show/Print Punch Log Report

This report displays all clocked in/out times needed for payroll or audit

More reports

This menu is a shortcut to other Timesheet Reports of varied formats. Some of
these reports are also in the Reports menu under the TIME MANAGEMENT
category.

Sign Off Payroll

After completing all schedules, incomplete timesheets, approving any overtime or
other extra time, each supervisor needs to ensure their payroll data is processed.
Do a final Calculate Timesheet action after all amendments are done and then click
the SIGN OFF PAYROLL button. This will indicate to the payroll administrator that
your timesheet is complete for the selected Pay Period and ready for processing.
Note, after you have signed off the payroll you will be blocked from making any
further changes to the pay period without the payroll administrator granting you
access.

Some payroll administrators may require a printed signed copy of the pay hours for
each employee. The Show/Print Punch Log Report will print a detailed day by day
log of an employee’s time. However, if this detail is not needed (as it is always in
the system) a summary report may be printed. Go the More Reports option and
select “Period Timesheet Summary”

Adjust Timesheet

The Adjust Timesheet option allows you to edit an employee’s timesheet where
errors are present or to approve excess time such as overtime or double.
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Adjust Employee Timesheet
This torm Adds, Edits and Deletes entries made to the Adjust Employee Timesheet table. @
EMPLOVEEE1liott Donlue 110265 [WAREHOUSE ATTENDANT] Bl
MORNING SESSION AFTERNOON SESSION ) 3 [ - =
Work Date TanEin Time Out TanEin Time Ouk Timesheet REG.HRS. m Approved OfT Mﬁlkt Other

Mar-03-2013 Sun

Override Time 0.00 0.00] %

Mar-04-2013Mon | 06:15 AM ~ [03:18 M | [overrideTme] |*" ‘Boofoham | 03[n] 03[m[__ ow

Day 6.30-3.30 [6:30 &M-3:30 PM]

Mar-05-2013 Tue 06:19 AM

Mar-06-2013Wed | 06:34 AM ~ [[04:37 P | [overideime] [*" o[ shom | 13[n[ 33|m[__ow

T Tozs _D:\-]"-[ Override'l'ln:l-e-”% G§]Uu_io||4m|03|hl B |m 0.00

Mar-07-2013 Thu 06:33 AM 05:51 .D;\'t“-[ Ouerrideﬂme]iShﬁg:.Dﬂlh 18m | 0 :|h| 0 :|m 0.00 | —

Day 6.30-3.30 [6:30 AM-3:30 PM]

Mar-08-2013 Fri _[_3_6;30 AM

Day 6.30-3.30 [6:30 AM-3:30 FM]

Mar-09-2013 Sat Owerride Time | U.DU| 0.00

Absent f SATURDAY OfT [8am-5pm]

~ [[03:52 PM | [[overrideme] |*" *Eioo]oh 22m | 03 [n[ o03|m[__oao]

Mar-10-2013 Sun [ overrideTime] [ 0.00]
Display Options . - =
AR P
Ad.]{st i = b o Al;'se“:oe [] Incomplete Days Only Un-Approved 15h Z2ém  15.43
Multiple Times Adjustments || Override || or Leave () Actual Times (%) Pay Times

Note: To approve overtime listed under the UN-APP column quickly, simply use
the UP and DOWN arrows for the boxes under the Approved O/T column. You
cannot approve more hours than the unapproved amounts. To approve other
time types such as Double Time, Shift Premium etc. use the buttons beside each
date under the Adjust Other column.

1. Adjust Timesheet - Adjust Multiple

There are some instances where employees are present and working but are not
able to clock in such as bearers or drivers. The Adjust Multiple feature allows Start
and End times to be entered for more than one day automatically. Simply set the
Start and End dates, In and Out times and click the Auto Populate Timesheet button.
Be sure to avoid entering duplicates.
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E Auto Log Employees in Timesheet

Auto Log Employees in Timesheet

This torm Adds, Edits and Deletes entries made to the Auto Log Employees in Timesheet table.

SELECT PAY PERIOD | Al Periads

v ver [ 20135

110163

| Find... |

[110163] - LENNOX ATKINSON|

Monday
Tuesday
Wednesday
Thursday
Friday

[ ] saturday

[ ] sunday

Set Auto Generate Period

S

StartDate | Friday 01- March -2013

%]

End Date | Friday 15- March -2013

v

I
In Time 09:00 AM | OutTime (05:00 PM |

|V‘iutn Populate Timesheet I L Cancel J
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2. Adjust Timesheet - Override Times

FIXING ERRORS ON EMPLOYEE TIMESHEETS

i 8 E ) (| )

E Override Employee Timesheet |L||_ |[g|
Override Employee Timesheet

This torm Adds, Edits and Deletes entries made to the Override Employee Timesheet table. @

Select Employee

Select Date — | Find Employee
23-May-2008 & Select Date
[W023] - ADRIAN POLLOCK
Day Notes
Change Date to: -Ma}f—EEIEIQ e .
" =1
Time Note ‘Hnme Out Late ol Update Time t
= Details
Time Clocked 10:08 PM ;| '\
shift Clocked In On | RECULAR 5:00 AV 0 5:00F | Calcllation Rule |OVERRIDE: | | Regular | | Overtime
Work Date Time Punched Time Recorded Time Mote
Sat 23-May-09 |01:07:23PM |01:07PM iIN LATE
» 0 0:08 0:08 0

<)

How to add a missing time: i.e. Employee didn’t clock in or out

a. Click the Override Time button
b. Press the ADD NEW button and fill out the necessary details then save
c. Repeat steps to add other times to the employee record

How to change an existing entry

a. Click the Override Time button

b. Then in the list of times at the bottom of the screen, select the time to
change

C. Press the EDIT button, adjust the details on the screen and then press the
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SAVE button.
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How to delete an existing entry

a. Click the Override Time button

b. Then in the list of times at the bottom of the screen select the time
to change

c. Press the DELETE button, select YES to confirm deletion

3. Adjust Timesheet - Time Adjustments (Approved O/T, Adjust
Other)

Time Adjustments are any adjustments outside of regular and approved
overtime/double time etc. If the employee works any excess hours that are
unapproved, this feature will allow the supervisor to pay the employee a
portion or all of the excess time.

Adjustments are made using the same edit procedures as outlined in at
Override Time Section 2.
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E} Timesheet Hours Adjostments

Timesheet Hours Adjustments
This torm Adds, Edits and Deletes entries made to the Timesheet Hours Adjustments table.

‘ SELECT PAY PERIOD | Al Periods

v| vEAR | 2013 %]

110163 | Find...

[110163] - LENNOX ATKINSON

Adjustment

MNo. Of Hours Minutes Ijl o Add

Deduct

Start Date

End Date

Hours

Minutes +/- | Period Start

0| 03-Mar-2013

Period End
03 Mar-2013

e]l¢l8 9

] ;ete
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4. Adjust Timesheet - Shift Override

The Shift Override function is primarily used to make changes to an
employee schedule where the employee has a fixed time every week.
Adding a shift in the shift override screen for the particular date period will
change the employee schedule for that date period only. After the period
has passed the employee returns to their regular schedule that is setup in the
system by a rotation schedule or the employee’s default shift listed on the
employee’s profile screen.

Note: Changes to shift for employees who are rostered weekly should be
done within the Schedule and not using the Shift Override.

E’ Employes Shift Ovemide

Employee Shift Override
This torm Adds, Edits and Deletes entries made to the Employee Shift Override table. @

SELECT PAY PERIOD | Al Periods v| vear | 20133
110265 [ Find...
[110265] - DONLUE ELLIOTT ShoviTmes

Work Period Start 17 Perod End |07 1un ~2013
New shift for Peried | Day 5.00-3.00 6:00 AM to 3:00 PM
Notes [ Comments ) :-"'j

Override Default Time Type to be?  Time Type |Regular Time

| Periodstart PeriodEnd MNew: Shift MNotes/Comments

07-Wn-2013  |07-Ln-2013  |DAY 6.00-3.00 6:00 AMTO 3:00 PM
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5. Adjust Timesheet - Absence or Leave

Entry in the Absence or Leave log screen allows employees to be paid for
time off such as sick day, vacation etc. In many cases the Human Resources
department handles these entries so this option is often disabled. However,
if enabled, select the Absent/Leave Type and then add the details for the
time off and save.

Absence or Leave log adjustments are made using the same edit procedures
as outlined in at Override Time Section 2.

o
Absent/Leave Log
This form Adds, Edits and Deletes entries made to the Absent/Leave Logtable. @
SELECT PAY PERIOD | Al Periods v| vear | 20133
110265 | [ Find...
[1 19265] - DONLUE ELLIOTT ¥ Reason for Absence

Absent/Leave Type |VACATION v| Refrezh List

Start Date Deduct Add
Pay
7 0013 Employee
bl it | Number of Days |5 B Med. Cert. Attached?

Start Date End Date Days | Absent Reason Ded.? | MedCert? IsPaid  Reason

End Date

| 03-Jun-2013 07-Jun-2013 5 | VACATION

== &
QLB 9| e z
A ew dit Save cancel | D B Show Absent Report Absent History Report

6. Adjust Timesheet - Show Schedule Shifts

This is a display option only! When this option is selected, the shift that is
scheduled for the employee will show beside each day for the pay period so
it is easier to identify the adjustments that are needed.

7. Adjust Timesheet - Incomplete Days Only

This is a display option only! This option will filter the employee list to show
only those who have incomplete time data. This is use in quickly finding
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missed punches.

8. Adjust Timesheet - Actual vs. Pay Times

This is a display option only! The system logs two times based on the setting
setup by the administrator. Actual times will show the actual time the
employee went to the Time Clock. Pay times will show the adjusted actual
time based on the employees shift. Eg. Actual Clock In-7:55AM Shift time is
8am-5pm, Pay Clocked In time is 8am to match shift start time.

HOW TO PRINT OTHER TIMESHEET REPORTS

After processing the timesheets for the specified period you can print one or more
timesheet reports. These are:

1. Attendance Report Summary
» Go to the following menu REPORTS >>TIME MANAGEMENT >>ATTENDANCE
LATE REPORT SUMMARY
> Select the START and END DATES  again and press the SHOW REPORT
button

2. Attendance Report Detail
» Go to the following menu REPORTS >> TIME MANAGEMENT >>ATTENDANCE
REPORT DETAIL
> Select the START and END DATES again and press the SHOW REPORT
button

2.8 Tutorial: Exporting Hours to Payroll
Calculating & Exporting Times to Payroll

Note: it is advised that this function should only be used by a Payroll
Administrator.

Confirming all departments have updated their timesheets you can process the
timesheet data for payroll import.
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F'a*_.mll (;er_rter Meal Managemert  Repo
| *} Produce Timesheet Report i

"‘ii Produce Schedule Pay Report

Produce Payroll Report 3

1% = Export Payroll to Bxcel

i » Export to Turbo Pay
i » Ewport to Visual Payroll H
I » Export to AccuPay

*» Export to Power Pay

= Export to Lignum Payrall

> Baport to IPS Paymoll

@ Employee Payments
% | Employee Deductions

Fay Perods

e 21 .10 21

On the Payroll Centre menu, select Product Timesheet Report

Select the Teams, Employees and or Locations you are processing data for.

Set the start and end dates for the pay period you are processing.

Press the Calculate Timesheet button.

After this is complete, go back to the Payroll Centre menu and select Export

to Turbo, Power Pay, IPS, Lignum or Accupay payrolls (select the one you

have)

6. At the Top of the Screen select the Payroll Name as their maybe more than
one available. For some payrolls like IPS that option will not be available so
go to step 7.

7. There is not need at this point to select the Teams, Employees or Locations
as the list is already filtered by your previous selection. Enter any required
information. If some cases to data entry is required.

8. If available, ignore the Recalculate Punch Times option. Press Export, read

instructions carefully and select YES to continue or not to Abort and make

changes.

agoh W=

Note: If a payroll select option is available, ensure at all times the CORRECT
PAYROLL is selected. Failing to do this you may dump garbage data into another
payroll where you may have to spend hours deleting.
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2.9 Tutorial: Managing Master Schedule & Pay Periods
Administering the Master Schedule

Note: it is advised that this function should only be used by a Payroll
Administrator.

On the Scheduling menu, select Master Schedule. Here you will see all active
schedules updated by other users. Users can clear their individual schedules by
selecting the Clear Master Schedule option under scheduling while they have their
schedule open for editing.

However, the Payroll Administrator may clear any Schedule from the Master list as
needed or requested. As a consequence, each user/department to name their
schedules appropriately so they can be easily identified. Eg. “DEPT NAME ROSTER
JUN5-JUN10 2013”

Managing Pay Periods

Note: it is advised that this function should only be used by a Payroll
Administrator.

Pay periods allow for supervisors to edit the timesheet data as allowed by the
payroll admin. Add a new pay period if one isn’t already present. The payroll admin
may choose to enter an extended pay period (for a month or year) or enter each
fortnight or week. Enter each pay period will allow the closing of the period from
further edits.

After timesheets have been processed, the payroll administrator may prevent any
further editing of the data so as to prevent tampering.

If you wish to enable all periods instead of entering each individually, enter “ALL

PAY PERIODS” as the description for the Period Description and Period Number 1.
Enter an extended date period spanning a year or two. Give access to all users and
all Pay Cycles.

1. On the Payroll Centre menu, select Pay Periods

2. On this screen Add New pay periods or edit existing pay periods.

3. You may edit and allow one or more users edit privileges by deselecting
their name from the list. Pay Cycles also further filter only employees that
begin to the listed Pay Cycles
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4. Save after you have completed the adjustments.
Pay Periods
This torm Adds, Edits and Deletg : &3y Perinds table. @
Pay Period
Dates Filter history using...
Period Description [Name, N Period # er ony
Eri : 1 Closed =
| H |I:| |?i|ter Uses by Group  [#] All
Start |01-Jan-2013 % | Ending |15-Jan-2013 % | Paid On (15-Jan-2013 % AT
!_Pay Periods |  Users & Status

[Access Granted to Users i-l:-'-év Cycles In Period
Administrator [Recessible] | Fortnightly

[¥] coleen Bell [Aocessible] [] towTHLY

[#] pamion Chambers [Locessible] [#] wEERLY

[#] HMichi 2dministrator [Locessible]

D Shakers Buckley [8ign Qf££/No RAccess]

Dspal Leavas [Sign Off/No Access]

Users and Pay Cycles
Accessible
@ ‘? @ 7 Pay Period Status ﬂfﬁ
IJ 12 B
Add New Edit Cancel Delete Resows %u :
2.10 Tutorial: Separating or Deleting Employees

HOW TO DELETE/ARCHIVE EMPLOYEES

Employees maybe deleted from the Time Clock or made inactive.

1. Deleting Employees Fingerprint data
a. On the Terminal Management menu, select Manage User Profiles
b. From the list of Terminals, select the Time Clock the user is assigned to
c. From the list of users in the employee list, highlight the name of the

employee
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d. Select the Access Management tab and make a green tick to the left of
the Time Clock(s) you wish to remove the employee from,

e. Press the Remove Template from Terminal(s) button.

B User Profile Management

User Profile Management
This torm Adds, Edits and Deletes entries madeto the User Profile Management table. @

Select Terminal & for set Date & Time

Select Terminal |01 Customer Service : 192,168.1.201 Port: 4370 v | [] Change Date/Time |12-May-201110:47 P11 3 | [}3,’
Connect to Terminal

User Register Access Management

Master Template

Employee |C023 SWABY-CLARKE, Finger Mo. Y % i Upload

0 |»| | Enroll Usér Fingerprint | Cancel Enrall Delete All User Fingerprints Current ALL USERS
Branch SHOP 26 CLOCK TOWER 5 £ = i £ "' | User Finger Finger
Department | CASHIERS Template || Templates

2 FP
2 Use ?  Terminal Mch.Mo. | IP Address

Job Title ChHIC Status | [You may distribute

_._‘;:? |1 |192.168.‘1.201 | V fingerprint template to

multiple Terminals.

ick Time Clock(s)

Terminals

Remove Template from
Terminal{s)

2.[¢|% 2 (0
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2. Option 1: Making Employee Profiles Inactive
a. On the Terminal Management menu, select Manage User Profiles
b. From the list of Terminals, select the Time Clock the user is assigned to

c. From the list of users in the employee list, highlight the name of the

employee

d. Select the Edit button, then uncheck the box that says User is Inactive

e. Then press the save button.
3. Option 2: Deleting Employees from Time Clock

a. Complete steps “a” through to “c” above.

b. Select the Delete button and confirm the user should be deleted by

selecting “yes” when the software ask if you are sure.

& User Profile Management

User Profile Management
This torm Adds, Edits and Deletes entries madeto the User Prof]

Step 'b’

Select Terminal

Select Terminal &/or set Date & Time

Select Terminal i01 Customer Service : 192.158,1.201 Port: 4370

User Register | Access Management |

| -
Connect to Terminal

Employee Number | Find .. ||aCiin

Step 'e’

0 Enroll §Uncheck active box
Branch [sHOP 26 cLOCK TOWER Pl Privilegy_
Department é"iNFORMAnoﬂ"'FE"EHNULOGY \_._.) PIN/Card No. S0
Job Title |SYSTEMS ADMINISTRATOR o . User Is Active [Upload User Info to Terminal ]
i Enroll No. Employee Privilege Branch Job Title Department Active %
_ 1 CH,S |SHOP 25 ¢ . S |Ir'JFOF'.MA'I'IDr'-J FEC =
2 SHOP 26 CLO MINSTRATIVE ~ ADMINISTRATIE [
3 SHOP 26 CLOCK TO... |ADMINSTRATIVE ADMINISTRATIVE
£2 | CHIN, YVONNE - A0D3 Select Employee SHOP 26 CLOCK TO... ADMINSTRATIVE ADMINISTRATIVE
5 |MARJ_ON, GREGCRY - ADD4 SHOP 26 CLOCK TO... |SECURITY SURVEILLAMCE
7 | QLEEN - AQOG : Hministrator SHOP 26 CLOCK TO... |CHIEF ACCOUNTANT | ACCOUNTS
g ITKA !mm SHOP 26 CLOCKTO... ACCOUNTSCLERK  ACCOUNTS .
10 Step Id_l R %Adhinishamr SHOP 26 CLOCK TO... |ACCOUNTS CLERK ACCOUNTS |
= Press Edit e e e—— e m ke

o] ;ete

g:-ﬂl
K
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4. Separating/Arching Employees

a.

Employee Listing
This torm Adds, Edits and Deletes entries made tothe Base Form table.

On the Tools & Options menu, go to Company Setup and select Employee

Listing

. On the Toolbar, select the Browse button to search for the Employee

Select the Separation Info tab and press the Edit button

. Select the Reason for Separation and Date of Separation. Otherwise, you

may select the Archive Only option.

Press the Save button to complete the separation.

013 Gender |FEMALE

~

Record 5 of 129

| WINSOME

| Middle Name|

View Employee Category

(3) Current Employees

Separated Employees

i-Eranoyee Profile | Separation Info

Reason for Separation |RESIGNA‘I‘ION L

[[] OK to Re-Employ

Date of Separation |12-May-2011 w |

(%) Separation

Separation Notes () Archive Only

2.11 Tutorial: Updating Employees & Fingerprints

To learn how to enroll employee fingerprints CLICK HERE!
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2.12

Tutorial: Using the Meal Management Module

The meal management module has two working scenarios. These are:
1. OPEN CANTEEN SYSTEM
2. MEAL BENEFIT ALLOWANCE SYSTEM

To learn how to setup any one of the scenarios above, CLICK HERE!

USING THE MEAL MANAGEMENT MODULE

After the meal management module is configured, there are certain working functions

that assists users to carry out their daily tasks. These include:

OPEN CANTEEN SYSTEM

Users of the open canteen system will primarily use these functions:
1. Update Employee Meal Allowance (assign allowance to employees)
2. Meal Register Console (cash register for canteen cashier)
3. Meal Scan Override (log scan times in case of hardware failure)
4. Reports (meal value reports for payment and analysis)
a. Employee Meal Tally Summary
b. Employee Meal Tally Detail

c. Team Meal Tally Summary

MEAL BENEFIT ALLOWANCE SYSTEM

Users of the allowance benefit system will primarily use these functions:
1. Meal Scan Override (log scan times in case of hardware failure)
2. Meal Register Log (mark employees as served)
3. Approve Staff Meals (approve overtime for teams)
4. Log Other Meals (log visitor and other non system meals)

5. Reports (meal tally reports for payment and analysis)
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a. Allowance Update History

b. Allowance Update History Detail

c. Employee Allowance Balance

d. Employee Account History

e. Meal Cash Balance Total by Date

f. Meal Charge Total by Date

g. Meal Purchase Analysis by Value

h. Meal Purchase Analysis by Quantity

73
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3 Application Main Modules

The SMART ScheduleMaster application comes in four versions which has several modules.

VERSION LIST

1. Express : Basic time management and tracking functions

2. Standard : Basic time tracking with leave management embedded and where
employee’s times are managed centrally by a department such as payroll.

3. Corporate : This includes time tracking with leave management embedded but
allows for decentralized management where supervisors and managers can edit
their teams timesheets

4. Enterprise + : The Enterprise module has all the features of the Corporate but

includes Reason Management and Auditing features.

MAIN MODULES

= Absent Management Module

= Auditing Module

Employee Module

Meal Management Module

Payroll Integration Module
= Reason Management Module
= Shift & Scheduling Module

= Time Management Module
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4 Application Menus & Functions

Once logged in your SMART Schedule Master Pro home screen will display.

* SMART ScheduleMaster, 4.0 ENT - SMART TECHNOLOGIES JAMAICA, HEAD OFFICE User

& eecorimio O

SMART ScheduleMaster 4.0 ENT v1.0.5008,34488 | SMART TECHNOLOGIES JAMAICA, HEAD OFFICE | User: ADMINISTRATOR | 09-Oct-2012 10:58:39 AM|

4.1 File Menu

ﬁ Lagin
Switch User

[Ed  Change Background

=4 Change Password

""' Campany Settings

W Location Setup *
Configurations
1 Security Sektings 3
75 Logout
Exik Alt+F4
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41.1

This menu allows you to manage the basic access to SMARTSchedule Master. You will be

able to use initial setup functions such as:

Login/Logout
Switch User
Change background
Change Password
Company Setup
Location Setup
Configurations
Security Settings
Exit

Login

Logging into the the Schedule Master Pro is simple and easy. There are only two methods
of user authentication; supplying a username and password or supplying a scan of your
fingure print (Specialize device may be required for biometric authentications).

Username & Password
Once the application is ready to accept your credentials a dialog box like one displayed

below in figure 1. will appear on your computer screen.
Figure 1.

¥ ScheduleMaster Pro v4.0 ENT - Login |ZJ |§|E|

ScheduleMaster Pro - User Login
Enter your username and password ta lagin manually, @

If wou are using biometric security, scan your finger instead

LRV SMART TECHNDLOGIES JAMAICA v

Your Username | |

Your Password | |

‘lh_“J Login ‘___] Log Out

Q Use Fingerprint
et
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First, select you r company from the drop down menu that's provided. Then, supply your
username and password and hit the login button. Once you have been authenticated the
"Login dialog" will close and the application will be ready to use.

Biometric Access
Related Topics

Logout
Change Password
Switch User
Exit
4.1.2 Switch User

You can switch between users easily by selecting the "Switch User” option from the drop

down “File" menu option.

File | Scheduling

| a Switch Hser

W
Bl Change Background

|=4 Change Password

(ol Company Settings

W Location Setup 9
Configurations

il ;ecurity Settings b

Eﬂ Iugnut

A Exit Alt-+F4

The "Login" dialog box will appear and you will then need to follow the Login instructions

to be successfully switch as the new user.

Figure 2.
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4.1.3

¥ ScheduleMaster Pro v4.0 ENT - Login |'._| |E|[Z|
ScheduleMaster Pro - User Login
Enter wour username and password to login manually. @
If wou are using biometric security, scan your finger instead
NELVASMART TECHNDLOGIES JAMAICA v |

Your Username | |

Your Password | |

Use Fingerprint CL - Login
2 E

‘ ] Log Out

Change Background

Changing the background of the application’s user area is done by selecting the "Change

Background" option from "File" menu option drop down.

File | Scheduling

# | Switch User

| | Changer‘ii.\ackgrnund

=4 Change Password

.:",. Company Setkings

i-!r Location Setup F
Configurations

" Security Settings »

Logout

4L Exit Alc+F4

A Change Background dialog window will appear. Navigate and select the image that you

want to use and click "Open".
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Change Background

ky Recent
Documents

=

-
| #
L

Dezktop

2

ky Documents

ky Computer

<

by M ebwork,

Look, in: | =7 5MART Scheduletdaster ENT 4.0

79

-5y audio

[CiDatabase
[iDatabaseBackups
|-=iLog Files

@F‘ictures

i:i'l Reports
ICiReportWWizard
[CiUpdates

I3kl
sch_master_background

File name:

| zch_master_backaround

v

Filez af type:

v|

Note: The recommended image size is 1300 pixels wide x 850 pixels high.

4.1.4 Change Password

Go to the change password option located under the File Menu.

 File | Scheduling

a.: Swikch User

'ﬂ:: Change Background
= ChaanPasswu:urd

6

S

Campany Setktings
Location Setup k

Configurations

Security Settings F

LN

Logouk

Exit

x

AlE+F4
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1. To change your password first select your company from the dropdown menu, if it is
not already selected. Your username should also already be displayed in the Username
field, if not enter it.

2. Enter your current password in the box labeled "Old Password".

Change Password

| SMART TECHNOLOGIES JAMAICA v

|
Username | admin |

0ld Password

MNew Password ||

|
]
Confirm Mew | |

€3 Close

| [7] Change

3. Type your new password and then tab to the next field and confirm your new

password by retyping it. Then click the button on the dialog window labeled "Change”.

Change Password

!SMART TECHMOLOGIES JAMAICA A

T
Username | adrrin

0ld Password |

MNew Password ||

Confirm Mew |

€3 Close

| {7] Change

;

4.1.5 Company Settings
The company and time setting Is broken up into four categories:

1. Program Settings
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2. Time Configuration
3. Email Settings
4. Other Options

Program Settings

The program settings consist of eleven fields allowing the setting or updating of the
company's address, phone /fax lines, email address information and website url, Tax ID,
application’s lock if idle threshold, automatic account disable settings and the password
renewal interval. Though displayed you cannot update the Company's Name in the

application for this window.

E Company & Time Settings

Company Time Settings
This Form Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Prograrn Settings |Time Configurations | Email Settings | Other Options |

Company Name |pinT (oL oniEs TAMAL s Lock application if user left idle for |15 [minutes

i | Disable accounts if not accessed in|3p days
Reset all account passwords every |45 [days
I | | SMART TECHNOLOGIES JAMAICA
| P.0.BCOe 387 KGH 10 248, W1,
Phone,/Fax | || | £76-754-0863/876-779-1959
Email | | B76-754-9863
Website | | infoi@smarttechjm. com
Tax ID# | | ! hikbp ! e smartkechim, corm

F'.QW

<z, =
B 90 2,
dit ST Cancel Delete 0se
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The Time Configuration settings only apply to USB fingerprint scanners being used to
clock in and out staff. When Time Clocks are mounted on walls, these settings have no

effect on the overall system performance.

E Company & Time Settings |:||E,[z|

Company Time Settings
This Form Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Default Punch Screen | Garcoded Tan
Scan Interval (Secs) ! 3
Get Time From Server and Mot Local Computer ;

| Use Employee # for Password

Punch Interval (Mins) | 5 |

Server Name

Domain

Show Manual Entry Punch Tab
Show Barcode Punch Tab
Show Swipe Card Punch Tab
Show Fingerprint Punch Tab

Server Password

Server Username |

Confirm Password

Accept Manual password only
Show Punch Dialog On Startup Accept Swipe Card only

Accept Barcoded Card only
Supervisor ¥erification Needed Accept Fingerprint scan only

K] B 9

dit ‘

When employees clock in late, the system can send an automatic email to all employees
who have an email on file and the notify feature is turned on. The main email sending

account settings in configured on this screen.
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E Company & Time Settings

Company Time Settings
This torm Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Late Arrival Motification

Send Email Notification Do Mot Send Email Motification

Send Emails From ?

Sender's Email Addrress |

SMTP Server Address |

Server Username |

Server Password |

Remote Port L 0 '

‘ F'.QW

2]% [
it L"E Defere Close

Other settings include:
e Log First In/Out
o The system will only log an employee’s first in and last out times
¢ Print EOD TimeCard and Printer Name
o After the shift is complete, a mini printer will print the employee’s timecard. This
feature only works with USB Scanner and not mounted Time Clocks.
e System Default Filter Option
o For payroll management data screens such as Payments, Deductions, Time Override
etc; the select filter option will appear as a default of all the screens.

e Auto Employee ID feature
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0 When a length is specified and new employees are added, the system will give them
an auto ID number. Eg. a length of three (3) will give an ID ending with three digits

such as "003"

E Company & Time Settings

Company Time Settings
This Form Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Program Settings | Time Configurations | Email Settings | Cther OF'ti'I'I'ISI

Other Options

Only Log [First In] and [Last Out] Times

Print End Of Day TimeCard

Printer Name

Default Pay Filter

Employee ID Length 0 | {Zero to turn off Auto ID})

4.1.6 Location Setup

Location setup gives you the ability to define your business geological setup by using the
following :

Branches

Regions

Countries

Locations
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4.1.6.1 Branches

Branches define the physical location name of each branch with the company.

Select Location :::' ik

Branch Code |1
Branch kgn Branch BT
Description Kgn Branch

Code | Branch | Active

B

Add Mew

X

Delete

@"H %y

Edit Save Cancel

Cloze

[

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

N.B. At any stage in the process, once the "Cancel” button is enabled, you may left

mouse click on that button to cancel the data entry process.
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4.1.6.2 Regions
Regions define a wide geographical area such as Asia, North America or Caribbean.
Regions Code |1
Region Name iCariI:-I:uean ‘| Active
Description
Code | Region | Active |
Add Mew l Edit ‘ Save Fann::el
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
N.B. At any stage in the process, once the "Cancel” button is enabled, you may left
mouse click on that button to cancel the data entry process.
4.1.6.3 Countries

Countries define each country within a region where subsidiaries and branches of the

company are located.
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o5 Countries B
Region |Cari|:n|:uean

| Country Code |1

Counkry IJamaica | Active

Description

Code | Country | Active

H |9

Save Cancel

B

Add New

Eg

Edit

X

Delete

‘ =

Claze

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

N.B. At any stage in the process, once the "Cancel” button is enabled, you may left

mouse click on that button to cancel the data entry process.

4.1.6.4 Locations

Locations define a common geographical area within a country such as a city where the

company branches are located.
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. 85 Locations E@@

Select Country |Caril:u|:uean - Jamaica M
Location Code i1

e
Location |King5tu:un |+ Active
Description kan

Code | Locatiar | Active

B

Add Mew

2)8 2 [x]
Edit Save Cancel Delete Cloze

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

N.B. At any stage in the process, once the "Cancel” button is enabled, you may left

mouse click on that button to cancel the data entry process.
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4.1.7 Configurations

Click here to see how to configure SMART ScheduleMaster software.

Ei' Workstation Connection Settings - SMART ScheduleMaster ENT

This Form Adds, Edits and Deletes entries made ta the Workstation Connection Settings -

Workstation Connection Settings - SMART ScheduleMaster ENT
SMART ScheduleMaster EMT table,

Database Server Username

I Ferh-rlerl: |
Database Name Password
SQL Server Connection String ' ;
Daka Source=smarttech-clerk; Initial Catalog=5MARTSchiMaster _db; Integrated

Security=Trug;Password= Tesk :
Connection
Default/Head Branch
Server Data Directory Locakion se User Local Worksp

iC:'l,Pr-:ugram Files\SMART Software),SMART ScheduleMaster EMT 4.0

Record Page Size | afilE]| Use Active Direcbtory Login Name

Custom feature code | ¥Yista or Windows 7 0/5 7

B 9

dit

4.1.8 Security Settings
The Security Settings option (usually managed by the SMART Tech System Administrator)

which allows for configuration of system security options.
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File | Scheduling

a Switch User

Bl Changs Background

=4 Change Passward

L:], Company Settings
Q: Location Setup F
Zonfigurations
| Security Settings b m Security Setup b Modules & Menus

@ Logout Active Users Functions
Users List g

o4& Exit Alt+F4 Search Options
Group Permissions Filker Options
Location Access Trans. Table Refs

User G
FERER Reports Setup

ser Titles

Report Types

Object Types

4.1.8.1 Security Setup

Using this funcionality users will be able to access:

Modules & Menu

Functions

Search Options

Filter Options

Transaction Table Reference
Reports Setup

Reports Setup

Object Types

4.1.8.1.1 Modules & Menu
This screen is a system security option (usually managed by the SMART Tech System
Administrator) which allows for configuration of a new or customized menu option so

user access can be granted on the Group Permissions window.
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Ei Modules

Modules
This Farm Adds, Edits and Deletes entries made ko the Modules table. @

Module Code : 115 | Object Type

Module Name = Expart Payrall ta Excel |

Object Name | |

| Module Type Active A
ﬁ* = Export Payroll to Excel SLIE MEML LEVEL 1
> Expoart to AccuPay fELIEi MEMU LEVEL 1
= Export ko IPS Payrall ESLIE MEMU LEVEL 1

= Export ko Lignum Payral SIJE MEML LEVEL 1

> Expoart o Power Pay ;SLIEE MEMU LEVEL 1
= Export ko Turbo Pay “SLE MEMNLU LEVEL 1
= Export ko Yisual Payrall ESLIEi MEML LEVEL 1
..ﬁ.l:usent or Leave Log .SLIE MEMLI LEVEL 1

1 <] K =) E ] ]

A (=1 || Fomed B . T d T I e O [ ed BT

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.1.2 Functions
This screen is a system security option (usually managed by the SMART Tech System
Administrator) which allows for configuration of a new or customized functions so user

access can be granted on the Group Permissions window.
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Ei Functions

Functions
This Farm Adds, Edits and Deletes entries made ko the Functions table,

Function Code || |
|

Dbject Type

Function Mame  |4dd Mew Record

Object Name icmd.ﬁ.ddNew |
Funckion Mame Type Chject Marme Ak A
} Add Mew Record BUTTOR ll:r|'||:|F'.l:ll:"'-JEl.-'-.l
Edit Rrecord BUTTON emdEdit
Save Record |BUTTCN | crndSave
‘Cancel Data Enkry EBLI_TTDN ;;deanch _
Delete Record |BUTTON | crndDelete
Print :EELITTDN emdPrint '
Export BUTTON
‘Ernail EBLI_TTDN g
Fleint Oonin, Sl iTTAn o IllL

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.1.8.1.3 Search Options

This screen is a search option feature which allows for the Administrator to add search

values to the Browse or Search features on data entry screens. This screen can be setup

with the assistant SMART Tech System Administrator.
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B Search Options

Search Options
This form Adds, Edits and Deletes entries made to the Search Options table, @

Field Name | Width %o | 10 |
Field Caption |.:,:,,:|E | Display Order | 1 |
Table Mame |EIT||:I|III‘:.-'EE | Data Type Murmber

| Search Field COrder Width%: | Data Type Table Mame

4 employesCode | Murmber | Emploves

Employeeimber string. Employes
F;rst.Nam.e . | 2 | Stéi;';g | Emploves
e s cmines
departmentcode | Lookup | Emploves
brancheode 5 rmber Employes

HQW

2B 2

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.1.4 Filter Options

This screen is a filter option feature which allows for the Administrator to add more

filter options on data entry screens. This screen can be setup with the assistant SMART

Tech System Administrator.
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Filter Options
This form Adds, Edits and Deletes entries madeto the Filter Options table. @

Table Name |Employee | Field Name |FirstNamE| | Is Range

Table Mame Data Field Is Range

Employee | BranchCode |

_I LastMame

Firsthlame

228 = (9

a w0

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.1.5 Transaction Table Reference
This screen is a system security option (usually managed by the SMART Tech System
Administrator) which allows for configuration of delete restrictions on data entry
screens. This restriction will prevent the deletion of a record that is being used to

complete a related data profile.
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E Table File References E||E|rz|
Table File References
This torm Adds, Edits and Deletes entries made to the Table File References table, @
Src Table Mame ' iankBranch | Trans Table Name |Em|:||-:ﬂ;.-'ee |
Src Field Name !BankBranchCu:-de i Trans Table Field Name !BankBranchCu:ude |

Data Type
| Table File Table Field Trans Table Daka Tvpe e
; BankBranch BankBranchiZode Emploves i Mumber
Bank i BankCode _ BankBranch : Murnber
sysLocakion | LocationCode sysBranch | Murnber
. sysCaunkry CountryCode sysLocation Mumber
sysRegian regionCode ' sysCauntry | Murnber
JobTitle JobTitleCode _ Empim’fee Mumnber
. EmployeeType EmployveeTypeCode _ Emploves Mumber I

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.1.6 Reports Setup
This screen is a system security option (usually managed by the SMART Tech System
Administrator) which allows for addition of new customized reports so user access can be
granted on the Group Permissions window. Each new report file has to be copied to the

server shared reports folder.
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E Reports Setup

Reports Setup
This Farm Adds, Edits and Deletes entries made to the Reports Setup table,

Group Code [=7 |
Group Mame | allowance Balance Histary
Parent Group 5 | |MEAL MANBGEMENT
| — |
Filename Detailed Report Description

!Meal.ﬁ.llnwanceHistnry.rpt
Type

TATI EN RERCIRT

Time &dj Histary By Teamn && User
= Time Managerment
~- Attendance Late Report Surnmmary
- Attendance Report Detail
o Daily Punch Log Detail
“-Dally Timeshest Surnmary
s Leave Application Farmm
- Perind Timeshieet Detail
Sick, Wacation History

[ >

A

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.1.8.1.7 Report Types

This screen is a system option (usually managed by the SMART Tech System

Administrator) which allows for configuration of a new report type definitions to be used

on the Reports Setup screen.
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E Report Types

Report Types
This Form Adds, Edits and Deletes entries made to the Report Types kable, @

Type Description |DET.|5.ILED REPORT |

Report Type Active
DETAILED REPOR,

I'
|LIZTING REPORT

AQW

2|8 9

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.1.8 Object Types
This screen is a system security option (usually managed by the SMART Tech System
Administrator) which allows for configuration of Object Types to help further define

system Modules so user access can be granted on the Group Permissions window.
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E Object Types (Modules && Functions)

Object Types (Modules & Functions)
This Farm Adds, Edits and Deletes entries made to the Object Types (Modules & Functions) @
kable.

Object Code { |

Object MName IButtnn |

| Code Ohject Type
.,;_l
Fﬂrm
éMain Menu
;Si;i_!:u'Melj"u_ Level 1
ESuI:u Meru Level 2
?Eul:n Menu Level 3
;Sul:u Menu Lewvel 4
é";-'i;i_!:u'Mieqj"Ll__Lgvél:-E_

u:.. . m....” ."cr\.' .'_|'| _p._“.r_,;. .“r\j_

;Tal:u Pages

-

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.

4.1.8.2 Active Users
The active user menu option when selected will open the "Active User List" dialog

window.
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W Login
Switch User

Zhange Background

Zhange Password

Corpany Setkings
Location Setup F

Configurations

Security Settings [ 3 | I Security Setup 3

| Nﬁ.ctwe Users
lA@sers Liskt

Group Permissions

Logouk

Exit Alk+-F4

Location Access
Iser Groups

ser Titles

Here you will see a list of all the currently logged in users. If you are an administrator
you will have the ability of forcefully logging out a user. To do this select the user in the
user in the gridview. Once this is done, left mouse click the "Logout User" to forcefully

log out the selected user.

Active User List
This form Adds, Edits and Deletes entries made to the Active User Listtable. @

Date & Time Minutes User Group Computer Domain Username Branch

i 23-0ct-2013 02:13 PM 129 HPMOBILE HPMOBILE

(@)
Lngiﬁrallser | @ ‘
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4.1.8.3

Users List

The "User List" menu option when selected will open the "User List" dialog window.

File | Scheduling

a Switch User

Bd'| Change Background

=4 Change Passwaord

| Company Settings
ﬁ_: Location Setup

Configurations

Security Sekkings

&
@ Logaouk
A

Exik Alk+F4

Securiby Setup

Active Users

U*Ers Liskt

Group Permissions
Lacation Access
User Graups

ser Titles

Here you will see a list of all the users currently enrolled users in the system according to

their roles and privileges define by their User Group.
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&f User List g
User List
This rorm Adds, Edits and Deletes entries made to the User List kable, @

Username |11g016 Default Branch
Login Name 10016 Default Company .'T."E..“_"?E’ .Df Grpl_.lp(_s_)_
Full Name | chaley Pairte User Title E E
e Theable
| Full Mame Username Locked | Disabled | User Title Branch 6
Catl Brown 110001 . |:| I:l .DEFF\ULT LISER TITLE CLOCK TOWER. -
Peter Moody 110003 D DEFALILT USER. TITLE CLOCE TOWER. -
Tempoarary User 110006 D DEFALILT USER TITLE CLOCE TOWER. -
Sophia Grant 110005 D D DEFALILT USER TITLE CLOCE TOWER. - o
:’Chaley Pointe | 110016 [ ] DEFALILT LISER. TITLE CLOCK TOWER. - HWT HG
darmnion 111 D DEFALILT LUSER TITLE CLOCK TOWER. - HWT HG
Approval User 112 D DEFALILT LUSER. TITLE LK TOWER. - HW T HG
Barington Blake 112001 |:| |:| DEFALILT LISER. TITLE TWIN GATES PLAZA
Jackie jackie DEFALLT USER TITLE CLOCK TOWER. - HWT HG
best best 1 [ oFEANTLISFR TITIE CL OCK TOWER - HT HO 2
A = dit Zancel Delete [ E T

Add

To add a new user you first left mouse click the "Add New" button.

Once done, all data input field will become active on the form and the fields highlighted

with bold, red labels are the required fields.

Enter the User name, Login Name and Full Name for the new user.

Select the corresponding Branch, Company and Title of the new user.

Left mouse click either the "Save & New" button if you want to save and add another
user, or "Save" button if you're only creating a single user.

Left mouse click the "Close" button to exit the window.

Edit
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4.1.8.4

To edit an existing user, first select the specific user in the gridview of all users. Once

you've selected the user, left mouse click on the "Edit" button.

dit
Start editing the current values has you desire and hit the "Save" button when you're

finish editing and you're done.

Delete
To delete an existing user, first select the specific user in the gridview of all users. Once

the desired user is selected, left mouse click on the "Delete” button.

Q

A confirmation window will appear, click "Yes" if you want to confirm deleting the user,

and "No" if you no longer wish to do so.

Reset Password
To reset a User password, first select the specific user in the gridview of all users. Once
the desired user is selected press the Edit button then left mouse click on the "Reset

Password" button.

“
Reset
Password

A confirmation window will appear, telling you that the user password as been reset to to

a default password of [password]; click "OK" then Save.

Group Permissions
The "Group Permissions” menu option when selected will open the "Group Permissions”

dialog window.
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File | Scheduling

a Switch User

Zhange Background

[

Zhange Password

Corpany Setkings

€ 5

Location Setup F
Configurations
| Security Settings [ 3 | Security Setup 3

& L

Logouk

Active Users

Alt+F4

A Eit

Users List

The "Group Permission” dialog window allows you to set and remove restrictions on

Gr':""rE' Permissions

Lu:ucalt‘l-gn Access
Iser Groups

ser Titles

103

various module, functions and reports for the different user groups defined with in the

system.

B Group Permissions

Group Permissions

Select User Group | Default Group

Modules
Restricted Modules

Ixport to IPS Payroll :
Export to Lignum Payroll : SUB I
Export to Power Pay
Export to Turbe Pay  : SUB MENT
|= Export to Wisual Payroll : SUE 1
|ibsent or Leawe Log : SUB MEMT
|hoou-Payrolls List : SUB MEMU
|ACTIVE SCHEDULE (Nene Set) : SUB 1
|Active Users : SUB MEMI
|Add Employee(s) : SUB MEMT
|Allow Custom Shift Zcheduling : Bl
|Allow Full Time Override : BUTTON
|ipproved Overtime Log : SUB MEMT
|Audiv Table Dorions - SUB MEMY
| >

SUE MENT

v v v v [d

v

Functions

Restricted Functions

Save Record
Cancel Data Entry
Delete Record
Print

Expork

Email

Print Preview

This tarm Adds, Edits and Delstes entries mads to the Group Permissians table.

Reports

sport. Payroll to I o~ |
Ixport to AccuPay : SUB MEMT

; L
: SUE MEM E]
w

CLLL

Accessible Modules

Accessible Functions

List Of Reports -
| Emplayee Listing (Inactive) A
Emplayees By Location il
=] Rostering Reports
Employee Master Schedule (Daily)
Employee Master Schedule (Monthly)
Employee Manthly Calendar
(= Terminal Managsment
Tarminal Activity Log
Terminal Card Registar
Tarminal Listing
Terminal User Register
Un - Saved Time Records
(= Time Adjustment
Time Adj History By Dept
Time Adj History By Depk 8 User
Time Adj History By Team
Time Adj History By Team 8& Lser
= Time Management
Attendance Late Report Summary
Attendance Report Detail
Daily Punch Log Detail
Daily Timesheet Summary
Leave Application Form
Period Timesheet Detail I
Sick, Wacation History v

Hide

Modules & Functions

To modify restrictions on modules or function to a group, first select a user group from
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the "Select User Group” list.

E' Group Permissions

Group Permissions

This rorm Adds, Edits and Deletes entries made to the Group Permissions table. @
Select User Group | Default Group ¥ !

Modules Reports

The "Restricted" and "Accessible” modules and functions lists will display the current

restrictions and accessibility for the selected user group.

E Group Permissions

Group Permissions

This torm Adds, Edits and Delstes entries made to the Group Permissions table. Restriction and Accessiblity

& Listviews

Select User Group ;Default Group

Accessible Modules

to

> Export to AccuPay z
= Export to IPS Payroll : SUB MEMT
> Export to Lignum Payroll : SUB 1
» Export to Power Pay : SUB MEMU
> Export to Turbe Pay : SUB MEM
> Export to Visual Payroll : SUB I

Employee Master Schedyé (Monthly)
© - Employee Monthly Calefidar
2 Terminal Management

AGLLLE

Absent or Leave Log : SUB MEMU

Accu-Payrolls List . BUB MEMT Terminal ActivityLog
ACTIVE SCHEDULE (Hone Set] : SUE 1 Terminal Cargegister
Active Users : SUB MEMU Terminal Listng

4dd Employes(s) : SUE MEMT TermingtUser Reqister

Allow Custom Shift Scheduling : BI e

Allow Full Time Override : BUTTON %

Approved Overtime Log  : SUB MEM (= Time gjustment

Audir Table Opnions : SUB MENTY ime Adj History By Dept

< | > - Time fdj Histary By Dept 8 User
Time Adj Histary By Team

- Time Adj History By Team &6 Ussr
=) Tims Managsment

Attendance Late Report Summary
Attendance Report Detail

Dally Punch Log Detail

Dally Tmesheet Summary

Leave Application Form

Period Timeshest Detail

Sick, Yacation History

Functions . ]
di.lr_u:liuns » Accessible Functions

Edit

Save Record
Cancel Data Entry
Delets Record
Print

=] L)

=]

Prink Preview

You are able to able to toggle modules between restricted and accessible by using the

available arrow keys.

L]

The single right pointing arrow key E ; will move one the selected modules or

functions from "Restricted” to "Accessible”. The single left pointing arrow key E will
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do the inverse; move one the selected modules or functions from "Accessible” to

"Restricted".

The double arrow keys operates in a similar way except that the double arrows will move
all the functions or module between "Accessible” and "Restricted” regardless of whether

or not they where highligted.

Reports
Reports can either be locked or unlocked. A bold face, red text color font, will

indicate that a particular report is lock for a currently selected user group.

To "Lock " or "Unlock™ a report for a user group:

1. first select that group from the "Select User Group" for the modification from the drop

down menu.

E' Group Permissions

b7
Group Permissions
This torm Adds, Edits and Delstes entries made to the Group Permissions table. @

Select User Group | Default Graup v |

Modules DetaitGom ——

2. Select the report that you like to "Lock " or "Unlock".
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Reports
[List OFReports
| - Emplovee Listing {active) ~
Employves Listing (Inackive)
Emplovess By Locakion
=~ Rostering Repor %
Emplovee Master Schedule (Daily)
Emplovee Master Schedule {Monthly)
Emploves Monthly Calendar
=R T=rminal Management B
Terminal Ackivity Log
Terminal Card Reqgister
Terminal Lisking
Terminal User Register
IUn - Saved Time Records
[=)- Time Adjustment -
Time Adj History By Depk
Time Adj History By Dept &2 User
Tire Adj Histary By Team
Time Adj History By Team &2 User
[=)- Tirme Management
Attendance Late Report Summmary
attendance Report Detail
Draily Punch Log Detail
Doaily Timesheet Summary
Leave Application Form
Period Timesheet Detail "
Pl i
‘ 4 ‘ T ‘ Hide
3. Left mouse click the "Lock " or "Unlock" button.
15 ik
ENKS
4.1.8.,5 Location Access

Locked

Selected

Unlocked

The "Location Access” menu option, under the "Security Settings”, when selected will

open the "Location Access

dialog window.
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File | acheduling Edit Wiew

Login

b
& Switch User
%]

Zhange Background

L

= (Change Passwaord

T8 Company Settings
{jj Location Setup F

Configurakions

|.‘£‘a Security Settings r
Logaout
| Exit Blk+-Fe

Security Setup F

Active Users

Jsers List

Group Permissions

Location Access

Idser Groups

ser Titles

107

This will allow you to add or remove restriction on a users within system, to access the

Schedule Master configured location.

Ei Location Access

Location Access

Select User

Administratar

Restricted Locations

kIMGSTON
SAMESTER
Flarida

This form Adds, Edits and Deletes entries made to the Location Access table.

Access Locations

1. First select the user you would like to modify access for.
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4.1.8.6

select User

Adminiskratar

2. Select a location form either the "Restricted” or "Access" Listview window and use the

use the arrows keys to toggle them between both.

User Groups

The "User Groups” menu option, under the "Security Settings”, when selected will open

the "User Groups" dialog window.

File | Scheduling

& Switch User

B4 Change Background

=4 Change Password

uﬂ Campany 2etkings
9 Location Setup

Configurations

|.¢ Security Settings

P2 Logout

o Exit alk+F4

Security Setup k
active Users

sers List

Add

Group Permissions

Location Access

ser Graups h |

User Titles

1. This dialog window allows you to add, edit, or remove users groups within system. To

add a new "User Group” first, left mouse click the "Add New" button.
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& e

2. Then type in the desired hame of the new group inside of the "Group Name" textbox.

Group Name  |py Gru:uup|

3. Check the check-boxes with in the "Employee Team Access" listview for the various
team access you would like the new group to have.

Employee Teams Access

[ &CCT TEAM A
ADMN TEAM

[z TEAM

[ Csv TEAM

[ Cswz TEAM

[ ]MMNTL TEAM

[ ]MsC TEAM

[ MSiC2 TEAM

[ MTC2 TEAM

[ MTMZ TEAM

[ MTMC TEAM

[]PRSZ TEAM

[ ] PRSL TEAM

[Jr1 TEAM w

4. Finally left mouse click the "Save" or "Save & New" button; and you're done.
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El User Groups

User Groups
This Form Adds, Edits and Deletes entries made to the User Groups kable, @

Group Name |y Group |

Employee Teams Access
[ ACCT TEAM |
Default Group [] ADMN TEP.M - Checked
3 MEET
[JceteEam

[ caw TEAM

[J vz TEAM

It TEAM

[ msc TEAM

[ M5C2 TEAM =

[ mTCz TEAM

[ MTHz TEAM

[ MTHC TEAM

[ Prsz TEAM

[ PRSL TEAM

Rt TEAM |

User Group Ackive

Un-checked

1

Cancel ‘ D§;!e

Edit

1. When editing a "User Group", first select the group from the list of user groups in the

Listview.
User Graup Active
Default Group

© 2014 SMART Technologies Jamaica



Application Menus & Functions| 111

2. Left mouse click the edit button and proceed to edit the field on the form as desired.
3. When you're finish editing, left mouse click the save button and you're done.

YEE?
Delete

When deleting a "User Group”, first select that user group as outline in the edit section

of this topic. Once you have the user group selected, left mouse click the delete button.

Q

A confirmation window will appear, click "Yes" if you want t confirm deleting the user,

and "No" if you no longer wish to do so.

4.1.8.7 User Titles
The "User Titles" menu option, under the "Security Settings”, when selected will open the
"User Titles" dialog window.

File | Scheduling

Switch User

Zhange Background

[ 8e

hange Password

Corpany Setkings

€

Location Setup k

Configurations

| L Security Settings 3 Security Setup ,
Logouk Ackive Users

Users List
A Exit AlE+F4

Group Permissions

Location Access

Iser Groups

ser Titles h
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Add

1. This dialog window allows you to add, edit, or remove users titles within system. To

add a new "User Title" first left mouse click the "Add New" button.

.ﬁ.ﬁw

2. Proceed by typing in the desired name of the new title inside of the "User Title"

textbox.
Title Code
User Title |New Title| |

3. Finally left mouse click the "Save" or "Save & New" button; and you're done.

[ User Titles

User Titles
This Form Adds, Edits and Deletes entries made to the User Titles table, @
Title Code

User Title |New Title
Code User Title Active
1 DEFALILT USER. TITLE
3 4f——————— selected

\=*)
Nog
Save Brflew it ST

2
N

9| @ F
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Edit
1. When editing a "User Title", first select the title from the list of "User Titles" in the

Listview.

Code User Title Active

1 DEFAULT LISER TITLE

2. Left mouse click the edit button and proceed to edit the field on the form as desired.

3. When you're finish editing, left mouse click the save button and you're done.

Delete
When deleting a "User Titles", first select that user group as outline in the edit section of

this topic. Once you have the user group selected, left mouse click the delete button.

Q

A confirmation window will appear, click "Yes" if you want t confirm deleting the user,

and "No" if you no longer wish to do so.

41.9 Logout
This option lets you safely exit the program and saves the screens and changes made to
the information. This also leaves the prompt open for another user to access the system

using their assigned login.

4.1.10 Exit

This option closes the program and logs off the current user. For another person to use
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4.2

the system they will be required to open the program and log in.

Scheduling Menu

This feature in Schedule Master Pro allows the administrators to create and monitor a
schedule or roster for team members. The Schedule Properties module allows for the
user to maintain various schedules and even manipulate the time frame in which the
schedules fall.

You are able to create a static roster - which covers a specific time period, as well as a

rotation roster where the schedule can be alternated weekly.

Before creating a schedule the following has to be in place on the system:
Employee Listing

Assign Employee Team

To create a new schedule:

Select Schedule then New Schedule.
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Time Management

Tools

Scﬁduling
Mew Schedule

| ©pen Schedule

Chrl4+-m
Chrl4H0

1 Copy Existing Schedule

'-_*{{'_ Master Schedule

1 Test Schedule,smp =Ci\Program Files, ..

421 New Schedule

115

Adding a new schedule into the system is easily done through the "Schedule Properties”

dialog. You get to this dialog by navigating to the "Main Menu”, and under the

"Scheduling” heading, find and click the "New Schedule” menu option.

Scheduling |

Timne Manager:

| _ mew[fghedule

Crl+HM

W
| Open Schedule

-

“1  Copy Existing Schedule

R

a4l Master Schedule

Once properly selected the "Scheduling Properties” dialog will appear similar to the one

© 2014 SMART Technologies Jamaica




116 SMART ScheduleMaster Enterprise
shown in figure 3. below. There are two (2) types of “Schedule” / "Roster”; Static -
Specific Period and Rotation - Alternates Weekly. The Static - Specific Period allows
the schedule to start and end for a specified period, while Rotation - Alternates
Weekly will create a schedule with a indefinite end period. You may select
between the two by selecting between the radio option selectors with the same
name.
Figure 3.
E Schedule Properties
S('I?It?fr?:-:nlfdirgg't?:i%iletes entries made to the Schedule Properties table, g cocmis i

Select Schedule/Roster Type | " e O

(%) Static Schedule (Specific Period) () Rotation Schedule (Alternates Weekly) |

Schedule Title || Password

z::zd[l:z:eriud ] Schedule by Team Dﬂ-i Schedule by team check box

Flriday ,  March 01,2013 + Even Row Color E

Enri:::; , March 18,2013 + E

E"FZY D:‘*temamh s h‘égave&cmse “_\;.'jnc.se ]
The schedule by team check box allows you to create a schedule using teams instead of
individual employees. Check this box when creating a new "Schedule” or "Roster” if you
desire the new schedule to schedule employees base on teams they are apart of. See
Work Team to schedule by team
The "Schedule” / "Roster” can be saved with a password; this is achieved by supplying a
password into the "Password” textbox field.

4.2.2 Open Schedule

Once schedules are created, each will be saved in a folder on the C: Drive of the host
computer. To open a schedule for maintenance, select the folder in which it was last

saved. After identifying the schedule, simply double click.
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-

._1

Open
Lok ir: |D by Documents |§ 4 g
iy Ihchrome plugins
2 IChch IZpd
! i}"ﬂmmpnnents I}':‘|P'|:|rt5
by Pecent [CacwberLink Cires
Documents Ihdefaulks [Csearchplugins
= [T dictionaries [CT)smart sTAFF hELP maNUAL dOCUMENTS
H Li } I)Downloads [35naglt Catalog
Diesktop |hextensions [Cuninstall
@greprefs ﬂiupdates
| JLimeibire Cavisual Studio
ICo) Lirmei [ Yisual Studia 2005
’j [&5] My Data Sources I';_':‘r-.-'u'u:urk
LMy MM 58 My Sharing Fold
My Documents | ui'l Y ] (G My Sharing Folders
| [C2 0y Music
= . [C3My Pictures
gg |=53My Received Files
< I3y Scans
ky Computer
Q@ e B
My Mebwork, | Files of bype: ! Schedulet aster Files [*.2mp] |w |

4.2.3 Copy Existing Schedule

You can easily create a new "Schedule” / "Roster” from a pre-existing one. You achieve

this by executing the following steps:

1. Navigate to the "Main Menu" and select "Scheduling”. Under the "Scheduling” drop

down, navigate and select "Copy Existing Schedule".
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Scheduling

Time Management  Tools

| Mew Schedule

Chrl4-h

|4 ©Open Schedule k|0

| [ Copy Exipting Schedule

1y

&1 Schedule Properties
Switch Scheduled Employves

"o Master Schedule

1 Test Schedule,smp =CiProgram Files, ..

2. A "Open"” file dialog would have now appeared on your computer screen. Locate and
select the existing schedule file that should ends with a (*.smp) file extension, then
left mouse click the "Open” button on the "Open” file dialog

Lok i |l.f} SMART Scheduletazter ENT 4.0 € ¥ £ G-
Ty I audio
b 23 ) Database
My Becent |iDatabaseBackups
Documents ICS)Lag Files
== [ﬁF‘ictures
=
|_ [E]Repl:urts
Desktop I ) Reportwizard
IyUpdates
. Il
.-../" | Test Schedule,smp I
by Diocuments
ky Computer
Q | 0
My Metwork | Files of bpe: | ScheduleM aster Files [*.smp) w |
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Related Topics

New Schedule

424 Print Preview Schedule

425 Close Active Schedule

Enter topic text here.

4.2.6 Schedule Properties
The "Schedule Properties” menu option located under the "Scheduling” heading on the

main menu will open the "Schedule Properties” dialog window.

E Schedule Pro perties

Schedule Properties
This torm Adds, Edits and Deletes entries made ko the Schedule Properties table, @
Schedule Title |Test Schedule Password ipasswurdl |
0dd Row Color
Stark Date E
| | Even Row Color
End Date E]
Effective Date DE%‘WE s H' E[:Eluse ‘
| Monday , March 18,2013 v | ]

The "Schedule Properties” dialog window allows you to edit the Password, Name,
Effective Date and the Alternating Rows color of the currently or last opened "Schedule” /
“Roster™”.

4.2.7 Switch Scheduled Employee

Enter topic text here.
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428 Master Schedule

4.29 Update Master Schedule

Enter topic text here.

4210 Clear Master Schedule

Enter topic text here.

4.3 Time Management Menu

The Time Management Module speaks to various topics including:

1. Punch Clock
2. Daily Shift Override
3. Clocked-In/Out Staff etc.

4.3.1 Punch Clock
This screen is the main login for all employees. This appears initially when an employee is
about to punch in for their shift.
The employee is required to type his/her name and the password created for login
purposes.
After providing the necessary information, the employee should select the punch clock
button. In the event of an error, whether in the typing of the password or user name,
selecting the clear screen option, allows the user to clear the slots and begin again.
If a user is late, this screen may prompt for a supervisors password. This means that a

supervisor must submit his/her password before the user can go any further.

© 2014 SMART Technologies Jamaica



Application Menus & Functions 121

¥ Bio-Punch Clock

Emplovee
Full Hame
[ Bareodes | Fingerprint
Stark Skop
Fingerprink Fingerprint
E Dretection Debection
If there is no light in the Fingerprint scanner, dick the
"START" button, Press "STOP" to de-activate scanner,
Status
- | i i
0 0 . 0 0 —— | Time Punched Time Note
Punch Clock
N
s,
E Clear Screen
i8]
Awaiting Punch Login Mo

4.3.2 Override Punch Times
The Override Punch Times Module allows any user in a supervisor position to an
employee’s time sheet or punch times.
To add or edit an existing punched time the user must first select the date in question.
After doing so, he/she can then change the date, note the time punched and the date of
the actual clock in.
To delete an override or a pre-existing punched time, the user must select the
appropriate date, then click the delete button.

Select the close button to complete the transaction and return to the previous menu.
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4.3.3

E' Override Employee Timesheet

Override Employee Timesheet
This rarm Adds, Edits and Deletes entries made to the Cverride Emplovee Timesheet table, @

SELECT PAY PERIOD | Perind Orie Fortrightly Jan-01 to Jan-14 v| vear | 2012 %

Select Employee

Select Date | Find. .. LF
J'{nes i

[o5- 012012 ] |15 FIND TG SELECT EMPLOVEE | shoe

Day Motes

Change Date to:

Time Mote
Time Clocked
Shift Clocked InOn o oFF 12200 A ko 11052 OYERRIDE: Reqular Overtime
Day Time Reason zeneral Work Time Feason Calculation Rule 7y Doy Less Break Times
I Work Date Tirne Punched Time Recorded Tirne Moke

QI B B | QO r
A e dit SiavE Cancel Delete se

Employee Shift Override

The Employee Shift override menu allows the user to maintain individual employee shifts
or punched time.

After clicking the "Find" button, a second window will pop up listing all employees in the
database. Select the number assigned to the employee, by double clicking on the row.
Th employee number will then appear in the "Find" slot. Select the add new button. The
user can then adjust the Work Period Start and End and the New Shift for Period. After
making all the necessary adjustments, click save and close to return to the previous

menu.
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E Employee Shift Override

Employee Shift Override

This torm Adds, Edits and Deletes entries made to the Employvee Shift Override table,

| SELECT PAY PERIOD |F‘eri|:|d One Fortnightly Jan-01 to Jan-14

7 e

‘ | Find...

(CLICK FIND TC SELECT EMPLOYEE

Work Period Start

Z5elact Date = Period End | =Select Date =

Mew Shift for Period

Sh%es

)
AALIENE:
A 2 dit Save Cancel DelEte

Motes / Comments E
Dverride Default Time Type to be?  Time Type
| Periodstart PeriodEnd Ty Shift Nntes;’Comments

434 View Clocked-In/Out Staff

This module list the staff members that have clocked in or out on the date selected.

On the Change Clock In/Out Date drop down menu, select the date to query, from there

click the refresh employee list. The list will be refreshed listing the employees by order of

their employee number.
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E Clocked In/Out Staff Members
Change Clock In/Dut Date [ Thursday July 05, 2012 - | ==Y ‘ =2
: * | Refresh Employee List o Print Preview 9
Last Refreshed at: 11 : 56 AM -@ /‘
P JAMAICAK - KINGSTON - BOGUE ST JAMES ~
T JAMAICH - KINGSTON — FORTLAND 8
= J# JAMAICA - KINGSTON - SHOF 26 CLOCK TOUER
= 3§ Not At Work
& 110811 - ABDUZ-3AMI MUNTAZIR RECEIVALLE MANAGER
J4 110812 - ADANS KEMRODGE RECEIVALS MANAGER
& 110813 -  ADAMS SINDRL RECEIVALS MANAGER
Sl 110814 - ADMAN David RECEIVALS MANAGER
& 111742 - AFFLICE TERREIan RECEIVALLE MANAGER
£ 110815 -  AGARD - HILL CLAUDETTE RECEIVALS MANAGER
S 111743 - ALDRED CLAYTON RECEIVALS MANAGER
# 110001 -  ALEXANDER Daisy RECEIVALS MANAGER
£ 110002 - ALLEN Chevon RECEIVALS MANAGER
S 110003 - ALLEN Dwayne RECEIVALS MANAGER
Sl 111744 - ALLEN FRANCIS RECEIVALS MANAGER
S\ 111246 - ALLEN JVAN RECEIVALS MANAGER
S 111745 - ALLEN LESLIE RECEIVALS MANAGER
£ 111746 -  ALLEN MARCIA RECEIVALS MANAGER
S 111247 - ALLEN Marlon RECEIVALS MANAGER
S 111747 - ALLEN PAUL RECEIVALS MANAGER
i 110816 — ALLEN SANGEAN RECEIVALS MANLGER !
4.3.5 Attendance/leave Log

The Attendance/Absence Log allows the user to view, edit and print an absent report for
each employee.

To the top of the screen, there is a database of the current employees, listed in
numerical order. After identifying the employee on question, click the corresponding
row. All dates relating to the employee will appear in the empty table below the menu.
To edit or make changes to a logged absent day, click on the specific date, then the edit
button.

The following slots are then filled in with the necessary information for adjusting:

1. Start Date

2. End Date

3. Reason

4. Number of Days

Adjust as necessary then select the save and close button to return to tech previous
menu.

To log a new absent day on an employee, simply identify the employee, then select the
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"Add New" button. After inputting the necessary information, click the save and close

button to return t the previous menu.

E Absent/leave Log

Absent/Leave Log
This form Adds, Edits and Deletes entries made to the Absent/Leave Log table.

‘ SELECT PAY PERIOD |F‘eriod One Fortnightly Jan-01 to Jan-14 .v| YEAR I
| | Find. ..
| [1- 2) Reason for Absence

Absent/Leave Type |51CK v | ReFresﬁ List

Start Date <Select Diates Deduct Add

Pay
et e Employee
End Date <Select Dates Number of Days l:l Med. Cert. Attached?
Start Date End Date Days | Absent Reason Ded.? | MedCert? IsPaid = Reason

T

Show Absent Report

i

Absent N’%r Report

=,

43.6 Approved Overtime Log
This module has two menus. The user maintains the approval of overtime logs here by

making adjustments in either the specific date or Scheduled Menu.
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Ei Overtime Approval Log =[]
Overtime Approval Log
This Form Adds, Edits and Deletes entries made to the Overtime Approwval Log table. @
Specific Date | scheduled |
Filker Cptions
Employee # | |
Show Overtime
Period Start |E|5- Jul -2012 W | Approval Lags
Work Date | oo e Approved By (Emp #) l:l
Notes
Mo Employee number entered!
Approve OT Before Work Approve OT After Work
i Work Date Approved By Motes
L =
AALIENE-
AddTlew dit SaTE Cancel DEfEte s
4.3.6.1 Specific Date

The Specific Date menu allows the user to view the approved overtime logs for each
employee by selecting the employee number, a period to search from, by selecting the

date and clicking the Show Overtime Approval Logs button.

To add a new approval log for the employee, the user must first select the Add New
button. After the supervisor selects the date and types in his/her employee number, the
supervisor may leave a notation. By selecting within the appropriate box, the supervisor

may approve the over time before or after work.
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Select the close button to return to the previous menu.

E Overtime Approval Log = || O]
Owvertime Approval Log
This torm Adds, Edits and Deletes entries made to the Overtime Approval Log table. @

Specific Date | Scheduled |

Filter Options
Employee # | |

Show Overtime
Period Start |05-Jul-2012 s | | Approval Logs
Notes

Mo Employee number entered!
| Approve OT Before Work Approve OT After Work
| Work Date Approved By Motes

?‘ r=|
7o ) Q e
SavE Cancel Defete =

.ﬁ.ﬁw

4.3.6.2 Scheduled

dit

The Schedule menu allows the user to create the shift or scheduled times for an

employee.

Click the Add New button. The user will then be prompted to insert the employee
number. After doing so, by ticking in the boxes beside the corresponding dates, select
the days assigned to the employees schedule. Click save to register changes to the

employee’s schedule.
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To edit an employee's schedule, select the edit button, insert the employee number and
select or deselect the corresponding days to amend the previous schedule.
In the even that the user would like to delete an existing schedule, after inserting the
employee number, click the delete button. Hit the Save button to save changes an return
to the previous menu.
E Overtime Approval Log _ :
Owvertime Approval Log
This Form Adds, Edits and Deletes entries made to the Overtime Approval Log table. @
| Specific Date | Sctheduled |
Employee Number |
Sunday Wednesday Saturday
Monday Thursday
Tuesday Friday
Approve OT Before Work Approve OT After Work No Employee number entered!
Emploves 5 M7 W T F 5
1=K
e, e
Aﬁw Q ‘ Cancel Delcte 58
4.3.7 Produce Time Sheet Report

The Produce Time Sheet Report module generates detailed reports on an employee’s

schedule during a specific time period.

© 2014 SMART Technologies Jamaica



Application Menus & Functions| 129

In the Employee Selection Table, select "Clear All Employees.” By selecting or de-selecting

the employee type, the user is providing specified fields to include in the report.

In the Select Reporting Period table, select the time period during which the report is to

be generated. Select "Calculate Time sheet.”

Depending on the report that is desired, the user may select from one of the following:

1. Detail Punch Log Report
2. Punch Log Summary

3. Export Report to Microsoft Excel

4.3.8 Change Clock-In Password
This module allows the users to maintain any changes to the employees' clock-in

passwords.

From the employee table listed below, select the desired employee by clicking on the

row. There are four types of passwords that may have been saved, these include:

1. Manual Entry Password
2. Barcoded Password

3. Swipe Card Password
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4.3.8.1

4. Fingerprint Password

Select the method of entry or the type of password to be changed. Further instructions

can be found in the ensuing topics.

Manual Entry Password

1. Enter the employees old pass word.

2. If the password is correct select the "Verify Old" button, if the the employee made an
error, select, "Clear Password."

3. In the slot, New Password, have the employee type the new password.

4. Tab to the next slot, Confirm Password, retype the password.

5. Click "Save Password."

E Change Clock-In / Login Password

Change Clock-In / Login Password
This Form Adds, Edits and Deletes entries made ko the Change Clock-In { Login Password table, @
Employee & First Mame Middle Mame Last Mame
110811 | MUNTASIR ||t | |AEDLUS-5AMI
Login Name 110811 ! B
Job Title
Department

Old Password |

Werify Old Clear Password

MNew Password | |

Confirm Password | ‘

Save Password
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4.3.8.2 Barcoded Password
1. In the "Current Barcode" slot, enter the employees old password.
2. If the password is correct select the "Verify Old" button, if the the employee made an
error, select, "Clear Barcode.”
3. In the slot, New Barcode, have the employee type the new password.
4. Tab to the next slot, Re-Scan Barcode, retype the password.

5. Click "Save Barcode."

E Change Clock-In / Login Password

Change Clock-In / Login Password
This torm Adds, Edits and Deletes entries made to the Change Clock-In [ Login Password table. @
Employee # First Mame Middle Mame Last Mame
110811 | MUNTASIR | |r | |ABDLIS-5AMI
Login Name 110811 ! B
Job Title
Department

| Select Employee | Manual Entry Passwnrd_i Barcoded Password | Swipe Card Password Fingerprint Passwurd:

Current Barcode | ‘

Werify Old Clear Barcode

New Barcode | |

Re-5can Barcode | ‘

4.3.8.3 Swipe Card Password
1. In the "Current Swipe Card" slot enter the employees old password.
2. If the password is correct select the "Verify Old" button, if the the employee made an
error, select, "Clear Swipe Card."”
3. In the slot, New Swipe Card, have the employee type the new password.

4. Tab to the next slot, Re-Swipe the Card, retype the password.
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5. Click "Save Card Info."
E Change Clock-In / Login Password
Change Clock-In / Login Password
This torm Adds, Edits and Deletes entries made to the Change Clock-In [ Login Password table.
Employee # First Mame Middle Mame Last Mame
110811 | MUNTASIR ||z | |ABDUS-SAMI
Login Name 110811 |
Job Title
Department
| Select Employee j.ManuaI Enkry Password | Barcoded F‘asswurd-I Swipe Card Password | Fingerprint Passward |
Current Swipe Card
Werify Old Clear Swipe Card
T |
Mew Swipe Card | |
|
Re-Swipe the Card | ‘
4.3.8.4 Fingerprint Password

In this menu the user has three options with relations to the employee’s finger print.

These would be, in the user needs to"
1. Register a new fingerprint
2. Update an existing fingerprint

3. Delete an existing fingerprint
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E Change Clock-In f Login Password

Change Clock-In / Login Password
This Form Adds, Edits and Delekes entries made to the Change Clock-In [ Login Password table, @
Employee # First Mame Middle Mame Last Mame
110811 | MUNTASIR [ 1 | ABEDUS-SAMT
LoginMame  |110811 : ]
Job Title
Department

| Select Employee | Manual Entry Password | Barcoded Password | Swipe Card Password | Fingerprint Password |

Fingerprint Cpkions

Reqgister Mew Fingerprink
Update Existing Fingerprink

Delete Existing Fingerprint

4.3.9 Auto Log Employees
This menu allows the user to maintain employees in a log. The time sheet is populated
after the user selects the employee(s) and the days the time sheet should be populated

for.

Select Add New, type the employee number. Select the days to be generated in the time
sheet. Then click the "Auto Populate Time sheet" button.

To edit the employees to be generated on the time sheet, click Edit. Insert the employee
number of the correct member of staff, the days to be populated and select the "Auto
Populate Time sheet” button.

With the employee already selected from the table, select the Delete button to remove

an employee from the list for time sheet generation.

© 2014 SMART Technologies Jamaica



134 SMART ScheduleMaster Enterprise
E Change Clock-In f Login Password
Change Clock-In / Login Password
This Form Adds, Edits and Delekes entries made to the Change Clock-In [ Login Password table, @
Employee # First Mame Middle Mame Last Mame
110811 | |MUNTASIR [ 1 | | BBDLIS-SAMI
Login Name 110511 ! B
Job Title
Department
‘Select Employee | Manual Entry Password | Barcoded Password | Swpe Card Password | Fingerprint Password |
Emp. # Firsk Marne Last Marne Jab Title G
k| MUNTASIR ABDLIS-SAMI RECEIWALS MANAGER '
110812 KEMRODGE ADAMS ' RECEI¥ALS MAMAGER:
| 110813 SANDRA ADAMS | RECET¥ALS MANAGER
110814 Dravid ADMAN RECEIYALS MANAGER
111742 TERRIan AFFLICK | RECEIYALS MANAGER:
110815 CLAUDETTE AGARD - HILL ' RECEI¥ALS MANAGER
[111743 CLAYTON ALDRED | RECETWALS MANAGER
110001 Daisy ALEXAMDER RECEI¥ALS MANAGER
110002 Chevan ALLEM | RECEIYALS MANAGER:
i i i |
4.3.10 Time Settings Setup
This menu allows the user to create and manipulate time settings such as Public Holidays
and Shift Breaks.
See breakdown on time settings in topics below.
4.3.10.1 Holidays

This menu allows the user to create all major or public holidays by completing the

following steps:

1. Type in the Holiday year.

2. Select Add New.

3. Type the name of the Holiday e.g. Labor Day.
4. Select the date on which the holiday occurs.

5. Type a small description (optional).
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6. Click Save and Close to return to the previous menu.

E Holidays

CAVAR AN

Holidays
This Farm Adds, Edits and Deletes entries made to the Holidays table, @
Enter Holiday Year (2012 * [ Show Holidays for Year Entered ]
Holiday |Easter Friday |
Date | {0 Aor -200a | Pay Employees for Holiday Is Annual Active
Pay Rule 1 - Pay nplovess
Time Type Reqular Time
Description
| Haliday Datke annual | Ackive
Easter Friday | 10-Apr-2009 '
‘Easter Monday 13-Apr-2002 |
Heraes Day | 10-Cick-2009 |
Test Holiday 09-Jan-2012 |

4.3.10.2 Time Types
The Time Types Menu allows the user to create various times, applicable to

employees.

the shift or

© 2014 SMART Technologies Jamaica



136

SMART ScheduleMaster Enterprise

E Time Types
Time Types

This tarm Adds, Edits and Deletes entries made to the Time Types kable,

Code

Time Type

Time Group

Multiplier Payroll Code (5001 Payroll Desc

Rate

|Regular Time | Rate Type Multipligr

REGULAR TIME OY¥YERTIME EXTENDED O¥ERTIME /| Shiow?, | ERpOrE #

| Code

Time Type Multiplier Rate Tvpe Show?

gular Time

Double Time

b
i Mulkiplier

dit an Cancel
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4.3.10.3 Weekday Settings

This menu allows the user

137

B Weekday Settings

Weekday Settings
This Farrn Adds, Edits and Deletes entries made to the Weekday Settings table,

Weekdays | shift Breaks |

Weekday

'Sun&iay Work Start Time OT Before Work | 1.00 |
Regular Hours | g.00| Work End Time if.’- 5:00 PM | OT After Work | 1.00 |
Grace Petiod =
race Perio | 0.00| o et Lyt o OT Extended 1.00]
Regular Time Type  Feoulsr Time Overtime Time Type  Cvertine Extended OT Time Type (v
| : Reg oT ot A
. WeekDaySetting e ‘Work Start Grace ‘Work End Bt AFter Ext, OT
» | Sunday |58
ot & 03:00 AM o 05:00 PM o il 1
Tuesday 8 IDQ:UD AM ID EUE:UD FM | 1 1 1
.Weﬁinesciay_ 8 09:00 AM a ;ﬁS:UD PM ik Al 1 |
| Thursday 8 | 09:00 A o | 05200 PM [1 1 1
Friday 58 0900 AM i 05:00 PM i il 1 >

=

dit

4.3.10.4 Time Calculation Settings

This menu allows the user
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E Time Calculation Settings

: Shift Pay Daily

kable,

General Settings | Team & Day Settings || Pay & Time Settings |

Time Calculation Settings : Shift Pay Daily

This Form Adds, Edits and Deletes entries made to the Time Calculation Settings

v Shift Pay Daily

Tinhe Setting Name

Default Time Report Filename

shift Pay Daily |

|PeriDdTimeSheetCDntinuns.rpt

Overtime is calculated By shift/Daily or

Overtime given after | 3.00

Regular Time Type Overtime Time Type

e Time Creertime

Saturday is a regular work day

& Extended Overtime after 200,00

By Hours every

days
hours

Ext. OT Tinwe Type

Orvertime

Sunday is a regular work day

' Tirme Setting OfT is by Shift

Wiark Days

Days Before OT

Q|28 9

4.3.10.5 Shift Breaks

This menu allows the user to enter major break periods and time for staff.
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E Shifts Breaks

Shifts Breaks
This torm Adds, Edits and Deletes entries made ko the Shifts Breaks table.

Code Break Name |Lunch Weekday | Show Break Time

Is Graveyard Shift
Start Time | 12:00 PM End Time |01:00 P Hours = oo oy Paid Break Time
Code Shift Break. Stark Time End Time Haours

Lunch !

ILunch 15 Minutes

2|28 9|9
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4.4 Tools & Options Menu
Tools & Options | Terminal Management
| ﬂ Company Setup L4 m ; Empln:-';.fq-e Lisking
‘_:1. Time Settings Setup 3 wark Té?ﬁ_&
P Il Sek 3
| S e Azsign Employes Teams
3 System Audit Setup 3
= = Departments
59 shift Set
I b . Department 3ection
¢ Schedule Time Summaries :
E Reqions
! Schedule & Time Reasons .
Tl § Countries
Caompany Settings Locations
:'_. Time Configurations Branches
Emiail Setti
ol Job Titles
Cther Opti
Ea e Emploves Types
Joh Skatus
Banks
Bank Branches
550 syncwith SMART Staff HRM
44.1 Company Setup

Setting up the Company’s information by using the “Tools and Options” menu.

Go to menu TOOLS & OPTIONS >> COMPANY SETUP and set up each item in this menu

one by one. The most important ones are DEPARTMENTS, JOB TITLES and EMPLOYEE

TYPE (or PAYROLL CATEGORY)
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Tools & Options | Terminal Management

| ﬂ Company Setup L4 m I,. Emplwn?e Listing
.20 Time Settings Setup 3 Wark Tedm
Payrall Setup 3

! Assign Employes Teams

% System Audit Setup 3
— Departments

“g_ shift Setu

= R Department Section

=3¢ Schedule Time Summaries

Redqions
! Schedule & Time Reasons .
I I Countries
Company Settings Locations
:'_. Time Configurations Branches
Email Setti
ielilainh Joh Titles
Cther Opki
Sl Emploves Tyvpes
Job Status
Banks
Bank Branches

,F:‘_:JI Sync with SMART Staff HRM

RELATED TOPICS:
= Setup Employee Listing
» Setup Work Teams

= Assign Employee Teams

Setup Departments

Setup Department Sections

Setup Regions

Setup Countries

Setup Locations

Setup Branches

Setup Job Titles

Setup Employee Types

Setup Job Status

Setup Bank

Setup Bank Branches
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4411

Employee Listing

This feature deliveries the ability to browse, add, edit and delete employees inside of the

system. Go to TOOLS & OPTIONS >> COMPANY SETUP >> EMPLOYEE LISTING menu.

Note: Setup supporting information such as Departments and Job titles first.

Tools & Options | Terminal Management

| ﬂ Campany Setup

]

=

2 Time Settings Setup

Payraoll Setup
4 System Audit Setup

“g_  shift Setup

4

3

¢ Schedule Time Summaries

Schedule & Time Reasons

Caompany Settings
L Time Configurations

Email Settings

Cther Options

Emplc-';.fq-e Lisking

Wi'ork, Tég‘m

Azsign Employes Teams

Departments

Department Section

Reqions
Countries
Locations

Branches

Job Titles
Emploves Types
Joh Skatus

Banks

Bank Branches

&

Swnc with SMART Skaff HRM

The Screen will now look like this:
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E Employee : [1001 - BEDWARD, Alton]

Employee Listing

This rorm Adds, Edits and Deletes entries made to the Base Form table,

Reco

| Anbwuan

Bedward

| ALL STAFF | HEAD OFFICE FULL TIME

D Employee # 1I:||ZI1 [ Gender
First Name énlton i Middle Name | ¥iew Empl
Last Name i_Bedward |
— Separ
Work Team | MEAL BEMEFIT STAFF Pay Cycle Cisen
< F — Last Update
Lol Date Employed I_ Sele ckdays Schedule #
Employes Profile |.Separation Info |
Payroll #/Code ! 1001 | Pay Rate Department
Job Title AL STAFF Dept. Section
Employee Type Status Branch
Default shift Security Level Login Name
Email | Receive email notifications Bank Branch JATIOMNAL COMMERCIAL BAMI Account #
| Emploves # First Name Last Mame Job Title Branch Type Depal
i | |
4 | |F\|t|:||'| Bedward IF\LL STAFF |HEF\.EI QFFICE FLILL TIME B L
491 - Ann Marie .BBdWal’d ALL STAFF HEALD O_FFICE IFULL TIME CLAIM
100z ADMIF

1.To add a new employee, left mouse click the "Add" button on the form and proceed to

fill out the fields.

2. Click the "Save" or "Save & New" when you are done adding all the information you

desire to input.

Edit

1. A dialog window like the one shown in Figure below, will appear.

2. Use the List View that is seen on "Employee Profile” tab scroll bar to navigate and

select the employee that you would like to edit.
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4.4.1.2

Employee # First Name Last Mame Job Title Branch Type Department ~

ALLEN Ramp Attendant SANGSTER FULL TIME *MOT ASSIGMED™

L2451 CORVEY ALLEN Lead Linecrew SANGSTER FLLL TIME

——— Scroll Bar

LT260 OWEN ALLEM Ramp Attendant SANGSTER FLLL TIME R1

T

List View

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

RELATED OR MISSING FIELD INFORMATION

To add a missing Job Title, CLICK HERE! and REFRESH

To add a missing Department, CLICK HERE! and REFRESH
To add a missing Pay Rate, CLICK HERE! and REFRESH

To add a missing Employee Type, CLICK HERE! and REFRESH
To add a missing Branch, CLICK HERE! and REFRESH

To add a missing Default Shift, CLICK HERE! and REFRESH

Work Team

Work Teams are used to categorized employees in groups. Examples are:

= Production Supervisors (All supervisors. This team will be managed by the
Production Manager)

» Production Workers - Crew A (Sub team in production. This team will be managed
by one particular Production Supervisor)

» Production Workers - Crew B (Sub team in production. This team will be managed
by one particular Production Supervisor)

Where managing staff profiles are not specific to a manager or supervisor. A general
team can be created to accommodate all employees such as "All Staff".
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Tools & Options | Terminal Management

| a Company Setup 3
.20 Time Settings Setup b

Payraoll Setup »

\}' Swskem Audit Setup b

“9_  shift Setup

achedule Time Summaries

'I i

Schedule & Time Reasons

Company Setkings
L Time Configurations

Ernail Settings

Other Options

£ Employee Listing

Work Team dialog window.

| ark Team

Assign Employes Teams

Departments

Department Section

Redqions
Countries
Locations

Branches

Job Titles
Emploves Tyvpes
Job Skatus

Banks

Bank Branches

55 syncwith SMART Staff HRM
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E' Work Teams
Work Teams
This tarm Adds, Edits and Deletes entries made ko the Wark Teams table,
Code & Team |19 | | MP2 TEAM
Description
Team List | Team Shift Times [
Code | Team
13 MTHC TEAM
14 PRS2 TEAM
15 PRSL TEAM
16 R1 TE&M
17 RZ TE&M
15 RMP TEAM
g 19 RMPZ TEAM
F\Qw édit ‘ L{("
make changes to database records.
4.4.1.3 Departments

I
F
o
=
]
>

E =) B =) & s) E

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

To setup, view, modify or delete "Department” for your organization use the
"Departments” dialog window that allows you to do these adjustments. Navigate to "Main
Menu" => "Tools & Options” => "Company Setup” => "Departments”.
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Tools & Options | Terminal Management
|£ Company Setup g | ; Employes Listing
O Time Settings Setup 3 Waork Team
P Il Sek ]
HLAE Departments
A System Audit Set *
G 2YSLEM AU SEtUp Department Secti&
“q | shift 5et
[5=etE Reqions
—# | Schedule Time Summaries Countries
? Schedule & Time Reasons Locations
Campany 2ettings Braniches
0 Time Configurations Job Titles
Email Settings Employves Types
Cther Options Job Skatus
Banks
Bank Branches
55 syncwith SMART Staff HRM

The following dialog window will appear.

© 2014 SMART Technologies Jamaica




148 SMART ScheduleMaster Enterprise
E Departments - || CT [
Departments
This Farm Adds, Edits and Deletes entries made to the Departments table, @
Department Code Short Desc. MCMNE |
Department |*NOT ASSIGHED™ |
Description
Code Department Descripkion Active |
L4 *NOT ASSIGMED* MONE _
2 ACCT ACCT
3 ADMM ADMM 1
4 1 1
5 cz cz
& Csy sy
7 Sz Cavz 3
R1&8B 1 | @
AdidTlew it & Defere
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.4.1.4 Department Sections

Departments can be further divided into Departments Sections. "Sections” can be
constructed, view, modify or deleted via the "Department Section” dialog window. To get
to this window, navigate to "Main Menu" => "Tools & Options" => "Company Setup” =>
"Departments Sections”.
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Tools & Options | Terminal Management

|£ Company Setup * | ; Emnployee Listing
O Time Settings Setup 3 Waork Team
P Il Sek ]
HLAE Departments
A System Audit Set *
G 2YSLEM AU SEtUp Department Sectin:nrh
“q | shift Setup _ b
- Reqions
—# | Schedule Time Summaries Countries
? Schedule & Time Reasons Locations
Campany 2ettings Braniches
0 Time Configurations Job Titles
Email Settings Employves Types
Cther Options Job Skatus
Banks
Bank Branches
55 syncwith SMART Staff HRM

The following dialog window will appear:
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E Department Sections L= || [
Department Sections
This tarm Adds, Edits and Delekes entries made to the Department Sections table, @
Dept. Section |*NOT assISMED™® E |
Dept. Section | Active
Description
Code Depk, Seckion Ackive
AQW édit ‘ gaé Zancel Dg!e l@se
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.4.1.5 Job Titles

To setup, view, modify or delete "Job Titles" for your organization use the "Job Titles"
dialog window that allows you to do these adjustments. Navigate to "Main Menu" =>
"Tools & Options” => "Company Setup” => "Job Titles".
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Tools & Options | Terminal Management

| a Company Setup 3
.20 Time Settings Setup b

Payraoll Setup »

\}' Swskem Audit Setup b

“9_  shift Setup

=3¢ Schedule Time Summaries
—

Schedule & Time Reasons

Company Setkings
L Time Configurations

Ernail Settings

Other Options

"1 Employes Listing
Wark Team

Assign Employes Teams

Departments

Department Section

Redqions
Countries
Locations

Branches

Job Titles I

Emploves Typ;\é"
Job Skatus

Banks

Bank Branches

55 syncwith SMART Staff HRM

The following dialog window will appear:

151
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4.4.1.6

E Job Titles

Job Titles
This Farm Adds, Edits and Deletes entries made to the Job Titles table, @
Job Title Code

Job Title |F'.|:|:|:n.|nl:s Assiskant |

Description

Code | Job Title Cescription Bickive |

2 Accounts Assiskank

Admin Coordinator

H

Asst Auko Mechanic

Auto Mechanic

Cuskomer Service Agent

K {=) K<) & 5]

2
3
4
5 Clerical Assistant
=]
7

Cuskorer Service Agenk

F\QW

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

Employee Types

To setup, view, modify or delete "Employee Types" for your organization use the
"Employee Types" dialog window that allows you to do these adjustments. Navigate to
"Main Menu" => "Tools & Options" => "Company Setup” => "Employee Types".
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Tools & Options | Terminal Management

| a Company Setup L4 “1 Emplovee Listing
.20 Time Settings Setup 3 wWark Team
P Il Sek [
! e Assign Employes Teams
\}' System Audit Setup 3
Departments
“g_ shift 5et
sl Department Section
= Schedule Time Summaries :
Redqions
| Schedule & Time Reasons :
i Countries
Campany Settings Locations
L:'_, Time Configurations Branches
Email Setti
ielilainh Joh Titles
Cther Opki
Sl Emploves T';.-'perg
Job Skatus I"E
Banks
Bank Branches
£_EJ Sync with SMART Skaff HRM

The following dialog window will appear:

153
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E Employee Types

Employee Types
This tarm Adds, Edits and Deletes entries made ko the Emploves Types kable, @

Employee Type Code

Employee Type PROBATION | (7] Active

Description

Employee Tvpe Descripkion Active

PROBATICON

FULL TIME
| CONTRACT WORKER
CASUIAL WORKER

ARIENT1

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

[<]| & [[<]

AQW

make changes to database records.

4.41.7 Job Status

To setup, view, modify or delete different job status for your organization. To get to
the "Job Status” dialog window that will allows you to do these manipulations. You first
navigate to "Main Menu" => "Tools & Options" => "Company Setup” => "Job Status".
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Ei Job Status

Job Status
This Farm Adds, Edits and Deletes entries made to the Job Skakus table, @

Job Status |CDNFIRMED (ACTIVE) |

Code Job Status

COMFIRMED (ACTIVE)
TERMIMATED (IM&CTIVE)
CM PROBATION

i PAID LEAVE
CM LEAYE OF ABSENCE

=) & s

2 |

AR LN )

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.41.8 Banks

To setup, view, modify or delete "Banks” for your organization use the "Banks" dialog
window that allows you to do these adjustments. Navigate to "Main Menu" => "Tools &
Options” => "Company Setup” => "Banks".
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4.4.1.9

Banks
This Farm Adds, Edits and Deletes entries made to the Banks table, @
Bank Code Short Name Routing Mo | Active

Bank Name |B.ﬁ.NK OF MOYA SCOTIA 14, |

Code Short Hame Full Mame Routing Mo
BANK OF NOWA SCOTIA JA.

MATIOMAL COMMERCIAL BAMEK

F'.QW

2% 9@ &

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

Bank Branches

To setup, view, modify or delete "Bank Branches" for your organization use the "Bank
Branches” dialog window that allows you to do these adjustments. Navigate to "Main
Menu" => "Tools & Options” => "Company Setup” => "Bank Branches".
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E Bank Branches

Bank Branches
This Form Adds, Edits and Deletes entries made to the Bank Branches table. @

Select Bank |BF\NK OF NOWa SCOTIA 14, |£||

Branch Code Chire Telephone Numbers

Branch Name  |DEFALILT BNS BRANCH |

Branch Mo. I:I Transit No.

Contack Person |

Branch Address

|
Contact Title | |
|

Email Address |

Code Branch Mame Bank Branch Zontact Person Telephor

DEFALLT BMS ERAMCH

F\Qw

5 0| Q B
=
‘ dit ‘ 5‘: Cancel Defete se

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.4.1.10 Sync with SMART Staff HRM

When ScheduleMaster is integrated with SMART Staff HRM application, employee

information can be synchronize to avoid errors and duplicate data entry.
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4.4.2

44.2.1

A% SMART Staff Synchronization Infegrator Ukility EEE
SMART Staff Synchronization Integrator Utility

This torm &dds, Edits and Deletes entries made to the SMART Statt Synchronization Integrator @
Utility table.
Synchroinzation Options
Employee Profile [+] Job Titles [#] Job Status [+] Teams
Departments Employee Type Leave Applications Sync Inactivies
Department Sections Branches Payment Cycle
Wating....

Total Progress [ ] Update Mames, Description & Adjustments?

) ClearAll () Select All

Synchronize Data Now HRM Database Name

|SMARTStaffManager

To synchronize:
» Select all the data sections you want to synchronize

» Press the Synchronize Data Now button and wait until completed

Time Setting Setup

Enter topic text here.

Holidays

The SMART Schedule Master system allows you to set holidays observed by your
organisation along with additional features that allow you to indicate whether or not an
employee should be paid for the observed holiday. To get to this window you must
navigate to the "Main Menu" => "Tools & Options” => "Time Settings Setup” => "Holidays".
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= .'_.;.:,.
Enter Holiday Year i2L‘IDS Show Holidays for Year Entered |

e .
Holiday Christmas |
Date |25-De.:-2|:||:|3 E" Pay Employees for Holiday [] Active

Description

Holiday | Date | Active

A |

Add Mew E dit

Cloze

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on

how to make changes to database records.

4.4.2.2 Time Types

The SMART Schedule Master system allows you to set payroll time types use within your
organisation along with additional features that allow you to indicate a payroll code for
each type. To get to the "Time Types" dialog window you must navigate to the "Main
Menu" => "Tools & Options” => "Time Settings Setup” => "Time Types".
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| B8 Time Types =42
Code |3 | Multiplier 2.00 i Payroll Code ||:u:|3 ||
Time Type iDu:qu:uIe Time | Ackive
Time Group REGULAR TIME O¥ERTIME EXTENDED D¥ERTIME
| Time Type | kA Liltiplier | Active

5 Holiday 1

z Crvertime 1.5

1 Regular Time 1

4 Saturday 1.5

& Sunday 2

B

Add Mew

AR
E dit Save Cancel Delete Cloze

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.4.2.3 Shift Breaks

The SMART Schedule Master system allows you to set official shift breaks within your
organisation's working hours. To get to this dialog window, to manage these settings,
you havigate to the "Main Menu" => "Tools & Options” => "Time Settings Setup” => "Shift
Breaks".
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| 8@ Shifts Breaks Q@]

Code 1 Break Name |Week::1a';.f Lunch | || Show Break Time
| | 18 Graveyard Shift

Start Time End Time. |DL1:00PM - Hours = l-EIEI| = || | Paid Break Time

Code | Shift Break, | Start Time | End Time | Hourz |

=

Add Hew

Pl
E dit Save Cancel Delete Cloze

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4.4.2.4 Time Reason Groups

Ei Time Reason Groups

Time Reason Groups
This tarm fdds, Edits and Deletes entries made to the Time Reason Groups table, @

Reason Group zeneral Work Hours Group | Active

Description

Code Reason Group Active

izeneral Work Hours Group

F'.QW dit % Zancel Dg!e

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4,425 Time Reason

Enter topic text here.

Et Time Reasons

Time Reasons
This tarm Adds, Edits and Deletes entries made ko the Time Reasons table, @

Reason Group |General wark, Hours Group b |

Tinme Reason zeneral Work Hours | Active

Description

Code Time Reasan Ackive

General Waork Hours

F'.QW

LT
? B 9| Q &

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.4.2.6 Weekday Settings

Setting the different workdays and their work times within the SMART Schedule Master
system, is handled by the "Workdays Setting” dialog.

To get to this dialog window, to manage these settings, navigate to the "Main Menu" =>
"Tools & Options” => "Time Settings Setup” => "Weekdays Settings".
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o' Weekday Settings g £
Weekdays | Shit Breaks |
Weekday 'ﬁunday " Work Start Time | ; i OT Before Work 1.00
Regular Hours 7.00| sy work End Time ' OT After Work 1.00
Grace Period
0:00 Day is a regular working day Or:Extended 1
Regular Time Type q Overtime Time Type Extended OT Time Type
| : Reg. aT oT
WheekD aySetting i “Woork Start Grace “Work End Before After Ext. OT
» Sunday 7 10:00 &M E] 05:00 PM 1 1 10
| Maonday g 09:00 AM u] 05:00 PM 1 1 10
:Tuesday |G _DQ:DD Aar _D 05:00 PM 1 1 10
| Wednesday |8 09:00 AM 0 05:00 PM 1 B! 10
| Thursday |5 |09:00 AM [0 |05:00 PM |1 B! 10
| Friday 7.5 09:00 AM i] | 0430 PM |1 11 l10 [
£ 1 H |9 || X Ed
E dit S ave Canoel Delete Cloge

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4.4.2.7 Time Calculator Settings

Enter topic text here.

iy

Dvertime is calculated (%) By Shift/Daily or () By Hours every days
Overtime given after & Extended Overtime after hours
Reqular Time Type Overtime Time Type Ext. OT Time Type
| Crvertime B When work on weekend

Ovvertime v When work on day-off

Huoliday w When work on holiday

Huolidaw W When work on a holiday weekend

Crvertime R¥ When work overtime on day-off

| Haoliday P When work overtime on a holiday

Haliday | When work overtime on a holiday weekend
Laturday is a regular work day Saturday is a regular work day

7y

Cancel

=

Save

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.4.3 Payroll Setup

Enter topic text here.

4.4.3.1 Payment Types

The SMART Schedule Master system allows you to add and configure different staff
incentive types that are used by your organisation; this feature is known as "Payment
Types".
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E Payment Types

Payment Types

This Farm Adds, Edits and Deletes entries made to the Payment Types table,

Code Name | RENTAL ALLOWANCE

REMNTAL ALL
CLOTHIMG ALLOWANCE
TRAVELLIMG STIPEM
LIMIFORM PAYMEMT

Q128 5 |0

Payroll ID |RENT.'5.L ALLOWAMCE Active
Description
Code Payment Type Payraoll ID Taxable Active

<]

=] (=] =]

To get to the "Payment Types" dialog window, you must first navigate to the "Main
Menu" => "Tools & Options” => "Payroll Setup” => "Payment Types".
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Tools & Options | Terminal Management
a Campany etup 3
.y Time Settings Setup r
| Payroll Setup r m@ Payment Types
% system Audit Setup P | % [,‘J%uctiun Types
"9 shift Setup YWage Pav Rates
¢ Schedule Time Summaries Payment Cycles
1 5chedule & Time Reasans #  Holidays
Company Setkings TurboPay Payrolls List
L Time Configurations Wisual Payrolls List
Ernail Settings Accu-Payrolls Lisk
Cther Opti
A Cosk Centers

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.

4.4.3.2 Deduction Types

The SMART Schedule Master system allows you to add and configure different staff salary
deductions that are instituted by your organisation; this feature is known as "Deduction
Types".
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Ei Deduction Types

Deduction Types
This tarm Adds, Edits and Deletes entries made ko the Deduction Types kable,

Code Name |STAFF LOAN

STAFF LOaN
KHT MORTGAGE
HEALTH IMSURAMCE

% 2 [Q
—
.ﬁgw Q ‘ Zancel DelEte

Payroll ID | Is Loan Deduckion Active
Description
Code Ceduction Type Payroll I Is Loan Active

To get to the "Deduction Types" dialog window, you must first navigate to the "Main

Menu" => "Tools & Options” => "Payroll Setup” => "Deduction Types".
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&

-""I

[

Tools & Options | Terminal Management

Campany etup
Time Settings Setup

2

k

Payroll Setup

k

Tk

|

Systemn Audic Setup
Shift Setup

Schedule Time Surmmaries

Schedule & Time Reasons

Corpany Setkings
Time Configurations
Email Settings
Other Options

EJ Pavment Tvpes

%  Deduction Types

\Wage Pay Rates

Pavment Cyrles

#  Holidavs

TurboPay Payrolls List

Wisual Payrolls List

Accu-Payrolls Lisk

Cosk Centers

'L‘%.
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See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.

4.4.3.3

Wage Pay Rates

The SMART Schedule Master system has the ability to add and configure different staff
wage /pay rates. This feature is known as "Wage Pay Rates".
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E Wage Pay Rates

Wage Pay Rates
This Farm Adds, Edits and Deletes entries made to the \Wage Pay Rates kable,

REGULAR.

AQW

=,
@ B 9

Rate Name JEGLILAR Short Mame Active

Description

Pay Rate Payroll ID |Pa1_.rrull Rate ID |
Rate Desc Rate Short Desc Ackive

$0.00 |REG

To get to the "Wage Pay Rates" dialog window, you will navigate to the "Main Menu" =>

"Tools & Options" => "Payroll Setup” => "Wage Pay Rates".
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&

-""I

[

Tools & Options | Terminal Management

Campany etup
Time Settings Setup

2

k

Payroll Setup

k

Tk

|

Systemn Audic Setup
Shift Setup

Schedule Time Surmmaries

Schedule & Time Reasons

Corpany Setkings
Time Configurations
Email Settings
Other Options

i

Pavment Tvpes
Deduction Types

Wage Pay Ifgtes

Payment Cﬁes
Holidays

TurboPay Payrolls List
Wisual Payrolls List

Accu-Payrolls Lisk

Cosk Centers

171

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.

4.4.3.4 Payment Cycles

The SMART Schedule Master system has the ability to add and configure different pay
cycles. This feature is known as "Payment Cycles".
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E Payment Cycles

Payment Cycles
This Farm Adds, Edits and Deletes entries made to the Pavment Cycles table,

Code

Name |*NDT ASSIGNED*®

Payroll ID |

Active

Description

Payment Cycle

*

IGNED*

AQW

)
@ B 9

Payraoll ID

i :
2 Fortnightly [v]
3 Manthly

Ackive

To get to the "Wage Pay Rates" dialog window, you will navigate to the "Main Menu" =>

"Tools & Options" => "Payroll Setup” => "Payment Cycle".
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Tools & Options | Terminal Management
a Campany etup 3
O Time Settings Setup 3
| Payroll Setup r | EJ Payment Types
A System Audit Setup b | % | Deduction Types
"9 shift Setup YWage Pav Rates
¢ Schedule Time Summaries | Payment Cycles h |
) -
1 schedule & Time Reasons @&  Holidays
Company Setkings TurboPay Payrolls List
L Time Configurations Wisual Payrolls List
Ernail Settings Accu-Payrolls Lisk
Cther Opti
A Cosk Centers

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.

4.4.3.5 Holidays

The SMART Schedule Master system allows you to set holidays observed by your
organisation along with additional features that allow you to indicate whether or not an
employee should be paid for the observed holiday. To get to this window you must
navigate to the "Main Menu" => "Tools & Options" => "Payroll Setup” => "Holidays".
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Enter Holiday Year 0075 | Show Holidays for Year Entered |

e :
Holiday Christmas |
Date |25-De.:-2|:||:|3 E" Pay Employees for Holiday [] Active

Description

Holiday | Date | Active |

A |

Add Mew E dit

x
Delete Cloze

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on

how to make changes to database records.

4.4.3.6 Turbo Pay Payrolls List

Enter topic text here.

4.4.3.7 Visual Payrolls List

Enter topic text here.
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4.4.3.8 Accu-Payrolls List

Enter topic text here.

4.4.3.9 Cost Centers

The SMART Schedule Master system has the ability to add and configure different pay

cycles. This feature is known as "Payment Cycles".

E Cost Centers

Cost Centers
This Farm Adds, Edits and Deletes entries made to the Cost Cenkers kable, @

SelectBranch | JAMAICA - KINGSTON - Florida v|

Cost Code |:| Cost Name | Active

Description

Cost Code Cost Center Mame Ackive

F'.QW

2|8 9| Q]

To get to the "Cost Centers” dialog window, you will navigate to the "Main Menu" =>
"Tools & Options" => "Payroll Setup” => "Cost Centers".
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Tools & Options | Terminal Management
a Campany etup 3
O Time Settings Setup 3
| Payroll Setup 3 | (| Payment Types
% system Audit Setup » | % Deduction Types
"9 shift Setup YWage Pav Rates
= schedule Time Summaries Payment Cycles
1 5chedule & Time Reasans #  Holidays
Corpany Settings TurboPay Payrolls Lisk
ol Time Configurations visiual Payrolls List
Ernail Settings Accu-Payrolls Lisk
Other Options Cost Conters I}
See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.
4.4.4 System Audit Setup
4.4.4.1 Audit Table Options
Enter topic text here.
4.4.4.2 System Audit Log
Enter topic text here.
445 Shift Setup

The SMART Schedule Master system allows you to add and configure the different work
shifts that currently exist within your organisation; this feature is called "Shift Setup”.
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| Toals & Ophions Tetrminal Managemenk
‘-ﬁ. Campany Setup r
5 Time Settings Setup 3
Payroll Setup »
% system Audit Setup 3
| “g  shift Setup
—#| Schedule Time Sﬁnmaries
[1 schedule & Time Reasons
Carpany Settings
L Time Configurations
:_1 Email Settings
. Qther Options

B Shifts Setup

Shifts Setup

This torm Adds, Edits and Deletes entries made to the Shifts Setup table.

[z

| Short Desc.

start Time | 12:00 &M

End Time |[11:52FM | Hours = 000 | =y Show Shift Time
Is I?raverard Shil't_ Shift Color _ ----- Grace Period {Mins) i__IZI_IZ;IZI i
Split Graveyard shift Shift Details
OT Before Work | 0,00 REG [0
OT After Work | 0,00/ 0T e
0T Extended |iElDJ EXT |Crvertime Use Shift as Global shift for All Employees
| Code Shift Skart Tirme End Tirne Haours G
> 12100 AM i 11159 PM |0
4 DAY SHIFT A AD:00AM  DEDOPM 9
5 DAY SHIFT B 0930 AM |0:30 P |a
3 :DP.H’S'I-HFTC :it:SD'.ﬁ.M gné::sti PM ig
7 DAY SHIFT D |12:30 PM |09:30 PM 9
3 'mc_aam_mG SHIFT B :0'3.:013 P :.-10_109 PM L 3
|10 | it shif |10:00 PM |05:00 AmM s [ne

oy

[
@

5E
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The Shift Setup dialog categorizes the shift into four (4) major groupings; Details,
Breaks, Payable's and Applicable. These groupings are represented by separate tabs on

the form.
Categorizsations '
. : . *___--- 5
Shift Details | Shift Breaks | Shift varistion | Shift Pavables | Teams applicable |
| e | [ pe—
Start Time End Time | Hours = xy Show Shift Time ‘
Is Graveyard Shift Shift Color _ ----- Grace Period (Mins) . 0.0 ’
Split Graveyard Shift Shift Details ) ;
Before Work 0@/ REG '
ol e st ol WP R G gl e r“-»f'"m/

The listing of all the Shifts currently configured in the system is shown in the Grid View
on the form. You can select a Shift by left mouse clicking on it. After selecting a Shift
you able to manipulate it, see Add, Edit and Delete topics for more details on how you
may carry out those functions on shifts.

Code Shift Start Time End Time Hours R’
2 *h SCHEDULED® 12:00 AM 12:00 AM 0
3 & SHIFT 03:30 &AM 12:30 PM 9
S C.E.M SHIFT 12:00 PM 09:00 PM <l
g O SHIFT 09:00 AM 05:00 PM 3
1 Dy OFF 12:00 PM 12:00 PM 0
& E.C SHIFT 01:00 PM 10:00 PM 9 v

The Shifts Setup module of the program allows for the user manipulate the specifics of a
particular shifts. Since no two shifts may be the same, maintenance should be carried
out in this module.

For comprehensive manipulation of the shifts, the user must enter the following

information:
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1. Code

2. Shift Name

3. Short Description
4. Start Time
5.End Time

After submitting the required information, click close to return to the previous menu.

B Shifts Setup

Shifts Setup
This torm Adds, Edits and Deletes entries made to the Shifts Setup table.

Code |1 ! shift Name !Dm* OFF | Short Desc. | |

Shift Detals | Shift Breaks | Shift variation | Shift Payables |

|

-0 X]

Start Time | L1200 A | End Time |11:52 R | Hours = 0,00 Y Show shift Time
Is Graveyard Shift Shift Color _ ----- Grace Period {Mins) _IZI_IjEI i
Split Graveyard Shift Shift Details

OT Before Work | 0.00|REG Dol T

OT After Work 0.00 |OT | Crverkime

OT Extended |iElDJI EXT |Crvertime Use Shift as Global 5hift for All Employees
| Code Shift Start Time: End Time Hours G
» Y O 1200AM  [1LS9FM |0

4 DAY SHIFT 4 A000AM  OBOOPM 9

5 | DAY SHIFT B 09:30 AM {06230 PM g

® :['inv SHIFT © 11:30 &M ;Ué:Slj PM i?‘

7 DY SHIFT D |12:30PM |09:30 PM 9

3 :mqaw_mG SHIFT B :EI'S.:UEI P :.-IE!-.DI;! FM 7 i
|10 | it shift | 10200 PM | D600 AM |8 |

Aﬁw

v
EJL‘
5E
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44.6

Schedule Time Summaries

The SMART Schedule Master system allows you to setup and configure schedule time
summaries within the system. The "Schedule Time Summaries” dialog can be opened by
navigating to the "Main Menu" => "Tools & Options” and clicking on the "Schedule Time
Summaries” menu option.

RE]

Summary Name END. Of Workers Scheduled |
Critical Level ! 10 | Include in all new Rosters ;
) Schedule
Row Color _ e Active | symmary Details...
Sum of Records * Standard Count Maximum Level Minimum Level

Code | Schedule Summary | Coverage | Active |

Tokal Hours Scheduled

B

Add MNew

AL
E dit Save Cahicel Delete Cloze

See Add, Edit and Delete topics, to understand how to maneuver this dialog window on
how to make changes to database records.

As the menu title suggests, the Schedule Time Summaries, allows the user to summarize
items such as the number of workers on a particular shift or the number of hours.

For effective maintenance to this menu, the following must be provided before
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attempting to save the change:

Summary Name

Critical Level

Though not mandatory,t eh user may also include the color of the row, may indicate if
the level of the summary is maximum or minimum, if the indicated summary is the

standard count etc.

Summary Mame END. OF Workers Scheduled |
Critical Level ! 10 | Include in all new Rosters i
schedule
Row Color _ {0 Active | symmary Details...
Sum of Records * Standard Count Maximum Level Minimum Level
Code | Schedule Summary | Coverage | Active |

Total Hours Scheduled

B

Add Mew

A0k
Edit Save Catcel Delete Cloze

447 Schedule & Time Reasons

The SMART Schedule Master system allows you to add and configure the different
reasons, that have already been instituted within your organisation for staff being off
from work. This feature is known as "Schedule Reason” with in the Schedule Master
system.
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Schedule Reason ) Short Desc. |ED J
[ b
Description
EDUCATIONAL |
Code | RosterReazan | ShortDesc |
Z PER. P
3 Exam Ex
4 VACATION LEAVE LY
5 SICK DAY 5
&) AESEMT AE

DlzlE| 9 [ x|[®

Add Mew Edit Save Cancel Delete Cloze

The "Schedule &Time Reasons” dialog can be opened by navigating to the "Main Menu" =>
“Tools & Options” and clicking on the "Schedule &Time Reasons” menu option.

m Terminal Management

Campany Setup k
Time Settings Setup r
Payroll Setup 3
Swystem Audit Setup »
Shift Setup

Schedule Time Summaries

Scheﬂule & Time Reasons

C-:umpv-;%y Setkings
Tire Configurations

Email Settings

Cther Options
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To understand and learn more about data manipulation with this form, please see Add,

Edit and Delete topics.

4.4.8 Company Settings
The company and time setting is broken up into four categories:
1. Program Settings
2. Time Configuration
3. Email Settings
4. Other Options

Tools & Cpkions. | Terminal Management

a Campany Setup r
0L Time Settings Setup 3

Payroll Setup 3
4 System Audit Setup 3

“g_ | shift Setup

b=, |

=#  Schedule Time Summaries

Schedule & Time Reasons

[ Campany Setktings
S Time Configurations

[

Email Settings

Other Options
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(. Company & Time Settings

Company Time Settings
This torm Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Program Settings |Time Caonfigurations || Email Settings || Other Optiu:uns|

Company Name |5MF-.RT TECHMOLOGIES TAMATCA Lock application if user left idle for (15 [minutes

Disable accounts if not accessed in|3g days
Address |

Reset all account passwords every |45 [days

| | SMART TECHNOLOGIES JAMAICA
P.0.BOX 387 KGN 10 1A, W.L.

PhoneFax | || | £76-754-9863{876-779-1959

Email | | 876-754-9563

Website | | info@smarttechjm.com

Tax ID# | | | ikt frenana smartbechim, com

AQW

AR
dit A Cancel

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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185

L

o Co nfiguartions

Default Punch Screen  [z00a) Enke
Server Name :server
Domain

Server Username i.é'..dministrélllznr
Server Password

Confirm Password

Employee Pay Rate is caculated daily
Employee Pay Rate is caculated hourly

Auto approve all overtime
Overtime must be pre-approved

Show Punch Dialog On Startup

Get Time From Server and Mot Local Computer

Default Rule Fl| Day Less Break Time
Scan Interval {(Secs) 7
Punch Interval {(Mins) T 5|

Use Employee £ for Password

Show Manual Entry Punch Tab
Show Barcode Punch Tab
Show Swipe Card Punch Tab
Show Fingerprint Punch Tab

Accept Manual password only
Accept Swipe Card only
Accept Barcoded Card only
Accept Fingerprint scan only

Supervisor Yerification Meeded

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4.4.10 Email Settings

L = 1

o~ Configuartions g m|

:"E-:umpan_l,l Information | Time I:u:unfiguratinns-i Ernail Settings

Send Email Notifications Do Mot Send Email Motifications
Admin Email Addrress | atlantichdwi@owjarmaica, com
SMTP Server Address :!'nai-l.cw_jéméica.cnm
Server Username {atlantichd
Server Password [
Remote Port _ o

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4.4.11 Other Options

E Company & Time Settings

Company Time Settings
This Form Adds, Edits and Deletes entries made ko the Company  Time Settings table, @

Program Settings | Time Configurations | Email Settings | Other OF'ti'I'I'ISI

Other Options

Only Log [First In] and [Last Out] Times

Print End Of Day TimeCard

Printer Name

Default Pay Filter

Employee ID Length 0 | (Zero to turn off Auto ID})

‘ P.Qw

|8 92 Q] G

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

45 Terminal Management Menu
The Terminal Management menu has all functions associated with managing the time
clocks installed within the system such as:

» Registering new employees

Updating existing employee information

Deactivating employees

Loading time data
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erminal Management | Pavroll Center  Meal Management
Get Time & Attendance Data

%) Manage User Profiles
Auko Register Users

= Create Photo Drive

B Terminal Manager

Terminal Ackions

Terminal Ackions Log

Dowvenload Fingerprinks From Central Database

45.1 GetTime & Attendance Data
Time data is downloaded automatically by the database server on a periodic basis each
day. Whenever a user requires time data outside of the time schedule set in Terminal

Actions, they can download the time data by using this feature.

D - | x)
| Download Attendance Data
This torm Adds, Edits and Deletes entries madeto the Download Attendance Data table. @
[] *Do Not™ Clear Terminal Log data after download is complete? [] Reload all times from
{ ]
Use ? Terminal Mch.No, IP Address Status Last Date Loaded
4 IMGI CANTEEN CLOCK 1 172.30.4.30 X 19-5ep 02:56 PM

Download
Time &
Attendance
Data

Terminals

(%) Select All

) Clear All

13-0Oct TUpdate Process Completed! No. of Terminals selected - 1 No. of downloads failed - 1

To download the time data:
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= Tick the Use option beside each time clock in the list or use the select all option
= Press the Download Time & Attendance Data button and follow the onscreen

instructions

The status of each data load will display in the status box with the black background and

green font.

45.2 Mange User Profile

How to register Fingerprint/ Proximity Cards Electronically via Software

Terminal Managemenk | Pavroll Center  Meal Management

'E_') et Time & Attendance Data

| 3l Manage User Profiles

E7

Auko Reqgister Users

= Create Photo Drive

B Terminal Manager

Terminal Ackions

Terminal Ackions Log

Download Fingerprinks Fram Central Dakabase

1. Go to menu TERMINAL MANAGEMENT >> MANAGE USER PROFILES
From the list of Terminals, select the Time Clock the employee is assigned to
From the list of users in the employee list, highlight the name of the employee

Click the Access Management tab.

gu AN W N

Click the button Enroll User Fingerprint
a. Use Enroll by Sensor if you are using a USB Enroller
b. Use Enroll by Device to scan the employee fingerprint directly on
the Time Clock

6. Follow the on screen instructions to complete the process
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4.5.3

CLICK HERE for further instructions!

Auto Register User

Registering an Employee to a Time Clock

Terminal Managemenk | Pavroll Center  Meal Management

@ Get Time & Atkendance Data

1| Manage User Profiles

| AUk Regisker Users o
N

4 Create Photo Drive

B | Terminal Manager

Terminal Ackions

Terminal Ackions Log

Dowenload Fingerprints From Central Database

To register one or more users do:

1. Go to menu TERMINAL MANAGEMENT >> AUTO REGISTER USERS

2. Where it says “REGISTER USERS ON TERMINAL”, select the TIME CLOCK you wish
to register the person on

3. NOTE: Select the appropriate filters to ensure that employees are not registered
to the wrong clocks.

4, After filtering, choose the “SELECT ALL SELECTED” option if the USE column is
not ticked for each employee.

5. Press the “AUTO REGISTER SELECTED EMPLOYEES TO TERMINAL” button to

confirm and wait until done.
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E' Auto Register Users on Terminals

Auto Register Users on Terminals

This torm Adds, Edits and Deletes entries made to the Auto Register Users on Terminals table,

Register Users on Terminal

v Create New Users

[] update Existing

Filter Options
Select Locations

Select Employee Types |

[ 1AMAICA - KINGSTOM - Florida
[ JAMAICA - KINGSTOM - KINGSTON

[[] CASUAL WORKER
[[] CONTRACT WORKER

| Department | pepartment Section

————— 1 |Select Job Titles

[C] *MOT ASSIGNED*
O accr

A1/ Accounts Assistant ~
— | || Admin Coordinatar —

454

] JAMATCA - ST. JAMES - SANGSTER ] FULL TIME [ ADMM [ Asst Auto Mechanic
[] PROBATION Oa ¥ | ] suto Mechanic v
Location Employee Type Department Job Title -
() Select All (&) Clear All () Select Al (3) Clear all () Select All () Clear All () Select All () Clear All
Use? | Emploves # Payrolla First Mame Last Mame Job Title: Eranch Department T
4 n Ramp Attendant Sh ] #NOT A MED* |
[ 12451 L2451 CRYEY ALLEM Lead Linecrew SAMGSTER *NOT ASSIG... Ri
[0 |itze0 LTZ60 CWEN ALLEM Ramp Artendant SAMGSTER *#NOT ASSIG... (R
[ mzom Mz001 YEASHEARK ALLEM Customer Service Agent  KINGSTOMN *NOT ASSlG,,, C2
D 2170 CZ2170 TAMEISHA ALLENSWORTH | Customer Service Agent | SAMNGSTER #OT ASSIG.. | C1
[ 1293 L2931 WARREMN AMDERSON Ramp Attendant SAMGSTER *MOT ASSIG... R1
O |itioe L7109 WINCENT ATEINSON Ramp Attendant SAMGSTER *#NOT A551G... |R1
D MOGS0 MO&S0 Gary Eadine Ramp Supervisor EIMNGSTOMN #MOT ASSIG.,.. RMPZ
D M2351205 M2351205 CANDY EBAILEY Customer Service Agent |KINGSTOMN *NOT ASSIG.., |C2
[0 12421 L2421 JODIAM EAILEY Groomer SAMGSTER *#NOT AS5IG... Rl w

Employee Selection

i—l [] use Payroll Numb

Remove Selected Employees

h 2

s as Enroll N 57

Auto Register Selecteg Employees to Terminals

() Select All Selected () Clear All Employees

CLICK HERE for further instructions!

Create Photo Drive
All color screen time clocks can show the photo of the employee when they sign in/out.

This feature allows for a usb photo drive to be created for import to the time clock.
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E Create Photo Drive e
Create Photo Drive
This torm Adds, Edits and Deletes entries made to the Create Photo Drive table. @
Select Terminal !JNGI CAMTEEM CLOCK : 172.30.4.30 Port: 4370 w |
Enroll Mo, Employee Active %
1 PRYCE, DEAMME - 335 i
& Adams, Stephanie - 540
3 AFFLICK, EVERTOM - 1
|ALLEN, MARIA - 625

T &

v
i

ANDERSON, CRAIG - 393

: ANDERSON, RAYQN - 262

7 ASHLEY, LESLIE - 453
5 BAILEY, CAMILLE - 1008

9 BAILEY, STACY-ANN - 470
: 10 BARREI‘I’ DEZREEN - 641

11 | BARRETT, RACQUEL - 741
12 BAXTER, ANN-MARIE - 7 s

Create Photo Disk

To create a photo drive do:
= Insert usb flash drive

= press the Create Photo Disk button and wait for process to be completed.

455 Terminal Manager
When a new time clock is installed, the system has to be configured with the new
settings as well as within the time clock menu as well. The clock clock itself requires and

IP Address, Gateway and Subnet Mask.
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4.5.6

Terminal Management
This torm Adds, Edits and Deletes entries made to the Terminal Management table. @
Terminal Name | MNGI CANTEEN CLOCK | LP.Address |172.30.4.30 IP Connect USBE Conneckt

Terminal Listing |

Model FUS100C MealM

First & Last Times Only
Slave Clock Active

Machine Number | 1| Port Number

Com Number | 1 | Data Transfer Rate

Enforce Data Load Before Processing Payroll ?
Did an error occur on last data load ?

19-5en-20113 02:55 P |

Last Updated

Retry data load times before sending error report
ENTEr 2270 (U ) T0 Cancel 10aa

| Mch. Mo, Terminal Name Model IP/USB IPAddress Port Mo. Data Rate

| IMGT CANTEEM CLOCKE FUS100C ... 172.30.4.30 [115200

2[2]% 2 (9]

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

Terminal Actions
The Terminal Actions screen is used to define time interval to run server processes such

as:

Loading time data

Syncing with SMART Staff HRM Software

Deactivating separated employee profiles

Enabling/Disabling employee meal accounts at breakfast, lunch or supper

This feature is usually setup by the system administrator.
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Terminal Actions
This torm Adds, Edits and Deletes entries madeto the Terminal Actions table. @

Terminal Action Name |LO.-5.D CAMTEEM TIME CLOCK |

Action Start Date |01-Aug-2013 07:00 A | Cut Off | Action Is Active
Custom Feature Code |SMARTO! | Interval (Min) | ] JisrsdfaniL,
! - Sun-Sat = 1,2,.3,4,5,6,7,
Weekday Numbers  1,2,3,4,5,6,7, | | 1| Lt Coniay 5 Mo haett
f']ic?j'a_n"[i§¥'i_M|
| Last Run Date Time Running? | Schedule Run Date Time Scheduled By Scheduled Cn A
L4 | 08-14-2013 07:04 AM !01—Aug-2t113 07:00 AM !30—Ju|—2t]13 os:01FM N
08-14-2013 07:04 AM [0 01-Aug-201307:02 AM admin 30-1ul-201305:01 PM
|08-14-2013 07:04 AM [0  |o01-Aug-201307:04 AM admin [30-1ul-2013 05:01PM |
08-14-2013 07: 14 AM (] 01-Aug-201307:06 AM admin 30-3ul-2013 05:01PM
08-14-2013 07: 14 AM 0 |01-aug-201307:08 AM | admin |30-2ul-2013 05:01PM |
08-14-2013 07:14 AM [0  01-Aug-201307:10 AM admin 30-1ul-2013 05:01 PM
|08-14-2013 0714 AM O |01-Aug-201307:12 &AM | admin |30-7ul-2013 05:01PM |
08-14-2013 07: 14 AM (1 01-Aug-201307:14 AM ‘admin 30-Jul-2013 0501 PM
08-14-2013 07:24 AM [0 |01-Aug-201307:16 AM | admin |30-1ul-2013 05:01PM |
08-14-2013 07:24 AM [0 01-Aug-201307:18 AM admin 30-1ul-2013 05:01 PM
-ﬂ 14 042 0709 ARA ,_| -i'|1 Aos 042 OO0 AR i -'.|l'| gl a4z ncand ora v
AT AR JE=NE"
Al W dit (';(' . _ance Défete

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

45.7 Terminal Actions Log
The Terminal Action Log shows a history of the server run date and times for all

Terminal Actions scheduled and the result of those actions.
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Terminal Action |LOAD CANTEEM TIME CLOCK >
TERMINAL ACTION LOG

| Action Schedule Info Action Start Run DateTime ActionEndDate Time Other Restits i

081'011'20!3 12;34:00 PM : ADMIN &!8—13—‘2013 12:34PM : - : N
O 2013 12:45PM

|08{01/2013 12:44:00 PM ¢ ADMIN D8-01-2013 12:45PM

;DS,#"J 1/2013 12:44:00 PM ; ADMIN 08-02-2013 12:44 PM

08/01/2013 12:44:00 PM : ADMIN 08-03-2013 12:44PM

08/01/2013 12:44:00 PM : ADMIN 08-04-2013 12:44PM

08/01/2013 12:44%:00 PM ; ADMIN D8-05-2013 12:44PM

;DS,#'IJ 1/2013 12:44:00 PM : ADMIN 08-05-2013 12: 44 PM

08/01/2013 12:44:00 PM : ADMIN 08-07-2013 12:44PM

08/01/2013 12:44:00 PM : ADMIN [ 08-08-2013 12:44PM

08/01/2013 12:44:00 PM : ADMIN D8-08-2013 12:44PM

;EIE.#'I] 1/2013 12:44:00 PM : ADMIN 08-10-2013 12:44PM =

08/01/2013 12:44:00 PM : ADMIN 08-11-2013 12:44PM

TERMINAL DATA LOAD LOG

| Mch.Mo. | Data Load Log Log Date Time Load User Computer Name
’ | AUTO: 07:04:16 13-Aug Connected to INGI CANTEEN CLOCK : 172.30.4.30 Port : 4370 08-13-2013 07:04 AM | i

| 1 AUTO: D7:04:16 13-Aug Preparing to read data... ‘bv6—13—2013 07:04 AM _Admin NEMARPSO1

| 1 AUTO: 07:04:17 13-Aug Read 0 records |08-13-2013 07:04 AM .Admm |NEMAPPSO1

1 AUTO: 07:04: 17 13-Aug Disconnected from JNGI CANTEEN CLOCK : 172.30,4.30 Port : 4370 08-13-2013 07:04 AM I :]\BJIAPPSKH

|0 ALTO: 07:04:17 13-Aug Data parsing completed for Regular Punch Time Clock 08-13-2013 07:04 AM | Admin |HEMAPPSO1

1B AUTO: 07:14:13 13-Aug Wmm[cm CLOCK : 172.30.4.30 Port : 4370 ‘ba—13—101.307:'14m .Adﬂ'iﬂ ADMIM’CM

1 AUTO: 07:14:13 13-Aug Preparing to read data. .. |08-13-2013 07: 14 AM .Admm |ADMINPC30

| 1 AUTO: 0714 13 13-Aug Read 1records 08-13-2013 07: 14 AM .Adm'ﬂ .AmiNPCSO

c| AUTOQ: 07:14:13 13-Aug Disconnected from JNGI CANTEEM CLOCK : 172.30.4.30 Port : 4370 08-13-201307: 14 AM | Admin | ADMIMPC 30

1 AUTO: 07:14:13 13-Aug Parsing Loaded Data Mch [1].... 0B-13-2013 07:1% AM o ADMINEC30 |¥

This feature is only used when ScheduleMaster is integrated with a door access system to

share fingerprint data for users to avoid double enrolling.

E Fingerprint Downloader, from Fingerprint Database

Wating....

Downloader Options

Download Mew User Fingerprink

Total Progress

Fingerprint Downloader from Fingerprint Database

This Form Adds, Edits and Deletes entries made to the Fingerprint Downloader
Database table,

|:| Do not show warning messages

1gerprink

Update Existing User Fingerprink

Data SMART-Fact Database Name

|SM.ﬁ.RTFactDDDr.ﬁ.ccess
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4.6 Payroll Centre Menu
Pakfl_l Center Meal Management  Repoil

¥4l Produce Timesheet Report

"_‘i Produce Schedule Pay Report

Produce Payvroll Repork 3

ixc = Export Payroll to Excel

P = Expart ko Turbo Pay
= Export ko Wisual Payrall
= Export to AccuPaw
> Expoart o Power Pay
= Export ko Lignum Pavroll

= Export ko IPS Payrall

E] Emploves Payments

% Employes Deductions

Pay Periods

4.6.1 Produce Timesheet Report

E calculate Timesheet [136 in list]

| Emp # First Marme Last Marme e Caleulate ﬁmesﬁee-E-(-)EEi.ons_ EE{'_‘?']E'J?EH‘E’E‘?HDHS |
» [1001 : :
bz . : |Select Team(s) Employee Selection
491 &nn Marie _Bedwar'd | MEAL BENEFIT STAFF
1002 Anbwuan Bedward = | Termparaty Staff ) Clear all Employees
f 62 Cecelia lBedward
/610 Cicely lBedward (%) select all Selected
i 459 Kimara iBedwar'd
|56 Lynford Bedward
! 458 Paulstte lBedward Select Reporting Period T —
' T Raymond lBedward Update Time Log & Punch Times
4 6 T .Bedwartl Pay Period Start Date -
46 Pattice | Bloarfield | Friday Detoher 72011 B
= o lBern Pay Period End Date ;
=307 Tk ICarey | Friday , October 07,2011 v | Timesheet
'133 Matia -Cohan Current Pay Date iday L et 07, 2011 I
| 705 Latoya French
j 510 Dorothea Grace [ ]
159 Charmaine Grey = - . v
aan Chieryl -Grey __'/ | Adjust 3 3 . Show/Print | | oo ponas
! s - -Hanson ’TI esheet ;E[P‘l-%-ueet Report
2 } b
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4.6.2 Produce Schedule Pay Report
E Produce Schedule Timesheet [136 in list]
Emp # First Mame Last: Name ~ ‘Schedule Timesheet EjD.tliDHS -!_Branches,l'Locations
4 1001
I - | |Select Team(s)
4] 4a1 R LaEREE MEAL BENEFIT STAFF Employee Selection
100z Anbwiuan Bedward ' Temporary Staff
[v] ez Cecelia Bedward () Clear allEmployees
1619 Cicely Bedward
_459 Kimara Bedward Eesstect Bl Selected
516 Lynford Bedward
[+] 48 Paulette Bedward Stleit Repoiting Pesind
[ i Update Time Log & Punch Ti v
1004 Raymond Bedward CHEWSSLIEAEAD unch fimes @;‘)
26 T Feda |Pa\w Period Start Date - q
[ i Monday , October 08,2012
[ 428 Patrice Bloomfield L a\; d—f--'—]—-f_r 2 | /
1 i Pay Period End Date
[+] 1003 Rose Erown | teste oched e
! | Monday , October 08,2012 v | Timeshest
'30? Mark Carey _ i
= T ey Current Pay Date Monday , October 08,2012 |
705 Latoya French
s10 Dorothea Grace ]
159 Charmainz Grey
_489 Cheryl (Grey View Time Card Report
| 636 Orlean Hanson
—! I b
4.6.3 Produce Payroll Report
Pawroll Center | Meal Management  Repol
?}_f} Produce Timesheet Report
"_ﬁf, Produce Schedule Pay Repart
Produce Payroll Report r Produce Accu-Pay Repart
x5 = Export Payroll bo Excel Produce Turbo Pavroll File
P = Export ko Turbo Pay
= Export to Wisual Payroll
= Export bo AccuPay
> Export o Power Pay
= Expart ko Lignum Payral
= Expart ko IPS Payroll
E] Employves Payments
% | Employee Deductions
Pay Periods
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Calculate Timeshest Options | Branches/Locations |

iSeIect Payroll Name

Employee Selection

(73 Clear All Employees () Select All Selected

Select Reporting Period

Run On 5
Update Time Log & Punch Times [Pl Run O server

Pay Period Start Date
| Monday , October 08,2012 + |

Pay Period End Date
| Monday , October 08,2012 + |

Cal =)
Timesheet

Current Pay Date Monday , October 08,2012 |

w
Maore Reports

; = Show/Print
Wmﬂ Report

198 SMART ScheduleMaster Enterprise
4.6.3.1 Produce AccuPay Report
Produce Payroll Report - Accupay [136 in list]
Emp # Firsk Marme Last Mame
4 v
v
100z Ankwuan Bedward
v
619 Cicely Bedward
v
516 Lynford Bedward
v
1004 Ravmond Bedward
v
486 Patrice Bloomfield
v
307 Mark. Carey
v
705 Latowa French
v
159 Charmaine Grey
v
638 Orlean Hanson
4.6.3.2 Produce Turbo Pay Report

Create Turbo Pay Ex

Ermp # First Marne Last Marne

Process Employee Pawrol ]

Select Team(s)

MEAL BEMEFIT STAFF
Termparary Staff

Employee Selection

() Clear All Employees

(%) Select all selected

Select Pay Period

Pay Period Start Date Lrcate T"th Pay
Import File

| Monday , October 08,2012 v | .
Pay Period End Date
| Monday , October 08,2012 v |

Current Pay Date Monday , October 08,2012 vl

© 2014 SMART Technologies Jamaica




Application Menus & Functions 199

46.4 Exportto Payroll to Excel

Emp # First Name Last Mame Process Employes Payrol l

Select Team(s)

MEAL BEMEFIT STAFF Employee Selection
Temparary Staff

() Clear all Employees

(=) Select All Selected

Current Pay Period # Pay Cycle

Select Pay Period
[] Re-Calculate Punch Times
Pay Period Start Date
| Monday , October 08,2012 | g:
Pay Period End Date Egupormrl“‘lo!lil
| Monday , October 08,2012 | Excel

Current Pay Date Monday , October 08,2012 vl

46.5 Exportto Turbo Pay

X]

Ermp # First Mame Last Mame Payroll Name Standard Payroll 1 v.|

Export to Turbo Pay | Turbo Pay Export Settings |

Select Team(s)

MEAL BEMEFIT STAFF Employee Selection
Temporary Skaff

() Clear All Employees

(%) Select All Selected

Current Pay Period # Update Existing Records

Select Pay Period
1 = Export Calculated
[] Re-Calculate Punch Times Payroll Hours to
Pay Period Start Date TurboPay @

| Monday , October 08,2012 v |
Pay Period End Date

Export Payroll
Import File to

Turbo Pay @

Current Pay Date Monday , October 08,2012 vl

| Monday , October 08,2012 |
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4.6

4.6.7

.6 Exportto Visual Payroll

Export to Visual Payroll [0 in

Emp # First Mame Lask Mame

Payroll Name |

Process Employes Payrall | visual Pay Export Settings |

Select Teami(s)

MEAL BEMEFIT STAFF
mpo FF

Update Existing Records
Employee Selection

(") Clear All Employees

(%) select all selected

Currrent Pay Period # I:I Payroll Year 2012

Select Pay Period
[] re-cCalculate Punch Times

Export Hours to
Yisual Payroll

Pay Period Start Date

| Monday , October 08,2012
Pay Period End Date

| Monday , October 08,2012

Current Pay Date Monday , October 08,2012 :_V._l

Exportto Accupay

Export Payroll to AccuPay [0 in lis

Ermp # First Marne Last Marne

Select Accupay-Payroll
. B

Process Employes Payrall | fccupay Export Settings |

Select Teami(s)

MEAL BEMEFIT STAFF
Temporaty Staff

Employee Selection

) Clear All Employees

(=) select all Selected

Current Pay Period # Pay Cycle
ords

Update Existing Rec

[] Export Ovt. Time

Expor!llcupav

Monday , October 08,2012 |

Pay Period Start Date

| Monday , October 08,2012 |
Pay Period End Date

| Monday , October 08,2012 v |

Current Pay Date
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4.6.8 Exportto Powerpay

Last Name

Process Employee Payroll ]

Select Team(s)

MEAL BEMEFIT STAFF
Temparary Staff

Employee Selection

() Clear all Employees

(=) Select All Selected

N -

Select Pay Period
[] Re-Calculate Punch Times

Pay Period Start Date Creake Power Pay

[ Monday , October 08,2012 v | Im""rtﬂ:e

Pay Period End Date

| Monday , October 08,2012 |

Current Pay Date Monday , October 08,2012 vl

46.9 Exportto Lignum Payroll

Lask Mame

Process Employee Pawrol ]

Select Team(s)

MEAL BEMEFIT STAFF
Termparaty Staff

Employee Selection

() Clear All Employees

(%) Select all selected

Period Mumber | | Year | 2012|..U‘_rerw|’-ilfeFjle

Select Pay Period
[] re-calculate Punch Times

Pay Period Start Date Create Lignum

| Monday , October 08,2012 v | Imp"t':e
F

Pay Period End Date

| Monday , October 08,2012 v |

Current Pay Date Monday , October 08,2012 vl
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4.6.10 Exportto IPS Payroll

P Employee Payrol
_imp First Mame Last Marme Payrall # fotess EMpeyeehayho ]

Select Team(s)

MEAL BEMEFIT STAFF Employee Selection
Temparary Staff

() Clear all Employees

(=) Select All Selected

Overwrite Existng Data File
Select Pay Period
Pay Period Start Date Create IPS

| Monday , October 08,2012 | Import File
Pay Period End Date

| Monday , October 08,2012 |

Current Pay Date Monday , October 08,2012 vl
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4.6.11 Employee Payments

E Employee Payments

203

Employee Payments

This torm Adds, Edits and Deletes entries made ko the Employes Payments table,

Filter history using...
| [Find.. |

Current b

[
Payments

Payment Amounk |

: Start Date |<Sglect Date: o | Motes
' - Recurring
Payment Type

End Date «Select Date:

Payment Type

| Payment Amount

| Start Date | End Date

nﬁw it | E@ [Q

awe || Cancel

137

= i = = > = — i

Search For: | % Starts With \f| [ Search [‘% Tag } [ESﬂEEt Tags}
Employee First ; . Pay En | 8
% . Last Mame hEiie Middle Branch Department  Job Title e 7| Tag

»
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See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.6.12 Employee Deductions

B Employee Deductions

Employee Deductions
This torm Adds, Edits and Deletes entries made ko the Emploves Deductions table, @

Filter history using...
| Find. ..

CLICK FIND TO SELECT EMPLOYEE U b

Deductions I

MNotes
Loan Info
Deduction Amount I:I # OF Deductions I:I Principal

Deduction Type

Interest Rate

End Date | <5elect Date: Account Number

Recurring  Start Date | =Seleck Date:

Deduction Type Deduction Amt Start Date End Date # of Dedn, Principal

2]

B =0 | Q ;
7%, B
dit ‘ ;:: Cancel Defete se
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SearchFor: | |5 Stares with v| [L.% search ly,E( Tag [ESt:IEtt Tags
imployee Last Mame ;i;sn:e Branch Department Job Title E‘:}éle E: Tag —
L4 | ALL STAFF F
: 1001 _B_edward _F\|t0n _H'EP.D OFFICE :ﬁDMINISTR. i _F\LL STAFF _DeFauIt.Pa'y'. " :F
11002 Bedward | Antwuan HEAD OFFICE ADMIMISTR... |ALL STAFF Default Pay... \F
1003 Ercwin Rose HEAD OFFICE ADMINISTR... A4LL STAFF Default Pay... F
1004 Bedward |Rayrmond HEAD OFFICE | ADMINISTR... |ALL STAFF Default Pay... |F
: 1005 :Tavlor :Joseph lH'EAD OFFICE :AGM :.ﬁ.LL STAFF lDeFauIt.Pav. i F
| 1006 Young | Camille HEAD OFFICE HUMAMN RES. .. |ALL STAFF Default Pay... _F
1007 _Thompson _#ndrea lHEAD OFFICE lAGM _.ﬁ.LL STAFF lDeFauIt Pay... _F
1008 Tavlor | Chris HEAD OFFICE |CEQ ALL STAFF Default Pay... |F
: 108 :Williamé EBrenFord _H'EP.D OFFICE :RECORDS :F\LL STAFF _DeFauIt.Pa'y'. " F ..
112 ‘illiams | Guwendolyn HEAD OFFICE ADMIMISTR... |ALL STAFF Default Pay... .F
124 _Thompson _;‘-\ntoinette _HEP.D QFFICE _CF\LL CEMTRE _F\LL STAFF _DeFauIt Pay... _F
133 Cohan | Maria HEAD OFFICE | CLAIMS ALL STAFF Default Pay... |F
qdz2ag -Stewart :Eutis HEAD OFFICE HUMAM RES... -Consultant Default Pay... :F
1159 Grey | Charmaine HEAD OFFICE ACCOUNTS ALL STAFF Default Pay... _F
16 _‘r'ork .LD'rna lHE.ﬁ.D OFFICE .F(CCOUNTS ..C\LL STAFF lDeFault Pay... .F
17 ‘ork -Lisa HEAD OFFICE | MAMAGER ALL STAFF Default Pay... F 2

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.
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4.6.13 Pay Periods

E' Pay Periods

Pay Periods
This form Adds, Edits and Deletes entries made to the Pay Periods table. @

Filter history using...

Period Description [Mame, Number and Dates] Period #

= t s
[oLL Fav PERIODS I 1][ ] closed (Curren |
|Fi|l:er Uses by Group All
Start [01-Aug-2013 v |Ending [31-Dec-2016 v |PaidOn [31-Dec2016 | [
Administrators
Pay Periods | Users & Status |
| Period Mame J Number Start End Pay Date Closed

ALL PAY PERIODS

E
FE

Q ? ﬁ’ L@ Q ﬁ;?Pay Period Status
Addew dit b Cancel Diefete Repurk

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

4.7 Meal Management Menu

The Meal Management module of the SMART ScheduleMaster software allows for a meal
benefit to be issued to the employees. As the employees make a charge to their
account, the meal the benefit amount is reduced by the cost of the items purchased.

The meal benefit can be replenished at specified intervals manually or automatically by
the system. Also, when replenished existing amounts can be accumulated or replaced
with the new amount.

The module also works with an open canteen system which allows just the tracking of
the number of meals taken and not necessarily the value of the meal.
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4.7.1

Meal Register Console
MEAL MANAGEMENT MEAL BILL REGISTER

Meal Management | Feporks  Help
A,

=

Meal Bill Reqister P

15
o

Approve Skaff Meals
Log Other Meals

Meal Scan Override

Ipdate Employes Allowances

Assign Employves Teams

Meal Configuration 3

This screen bills staff for meals and deduct meal value from their allowance balance.
Where the allowance balance is depleted, employees may pay cash for meal charges.

B, Meal Register Console =]
Meal Register Console
This torrm Adds, Edits and Deletes entries made to the Meal Register Console kable., @
Enter Meal Ttem(s) : || v| Add+ iUser: IAdministrator iDate: |y\f‘edﬂnﬂa‘sﬂday, September
| Ikem # Description Price Cuankity Ext. Price Qb+ Q- Remove

Remave

Remave

Available Allowance Meal Total

smith Marsha v Refresh.. | Balance After Order _ Balance Payable _

Branch [HEAD OFFICE ﬁ e RN
RERCEL e |CLAIMS L——-) History Cancel Order $Save&Print Bill @;f:;‘l:,,
Job Title [LL sTAFF i @ K [Fa] [F12] uf
To do a bill:
1. First, employees need to scan their finger or card at the biometric unit for their

name to appear in the "Authorized Employee Profiles” list.

2. Find and add one or more items the list of items using the drop down description
list or entering the item SKU. Adjust quantities as needed.

3. Select the employee. Immediately the allowance balance will show in the boxes.
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Note:
a. Available Allowance: Balance available before the transaction is complete
b. Balance After Order: New Allowance Balance after this order has been
processed
c. Meal Total: Order total of items to be charged
d. Balance Payable: Cash payable by employee if the allowance balance is
insufficient to cover order total

3. Save & Print Bill to complete order. Cancel Order if transaction needs to be

aborted.

Related or Missing Fields Information:

To add an item to the Meal Register Console Click Here! and Refresh

REFRESH BUTTON

The refresh button is used to display the names of employees who have scanned in but the names are

not showing up in the list right away.

MEAL CHARGE HISTORY: Click here to learn about the Meal Charge History log

4.7.1.1 Billing History

MEAL CHARGE HISTORY

The meal charge history shows all transactions completed within the select date filter
period. the user may see a show of the history of all past transactions. Using dates to
filter transaction list. Select a receipt from the list to re-print, view order or void the
transaction (Voided transactions cannot be undone!).
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El Meal Register History EIEE
Meal Register History

This torm Adds, Edits and Deletes entries made to the Meal Register History table. @
Trans= Employes Charge Date Charge Total ﬁt?alﬁ:alble Allow, Balance | Balance Paid Motes Cashier
08081347_1200933 ANDERSON, RAYON - 262 03-08-2013 | 25000 £8,290.00 £3,040.00 50,00 canteen1
08081325_1200839 |ASHLEY, LESLIE - 453 08-05-2013 §330.00 §5,790.00 56,460.00 50.00 canteenl
08081333_1200849 BAILEY, CAMILLE - 1006 oa0R013 | $330.00  §7,410.00  £7,080.00 .00 e
080581304_1200877 |BAILEY, STACY-AMNM - 470 058-05-2013 £330.00 £9,000.00 $3,670.00 §0.00 canteeni
08081352 1200921 BARRETT, DEZREEN - 641 :08—08—2013 $670.00 $5,450,00 £4,780.00 | 50,00 et
08081356_1200861 |BECKY, SHARIKA - 433 08-05-2013 §750.00 §5,410.00 54,660.00 50.00 canteenl
08081331 1200750 BENJAMIN, DANIEL - 564 os0813 | $440.00  &7,7m.00  £7,330.00 .00 e
08081303_1200869 |BEMMETT-MITCHELL, KHADENE... |05-05-2013 §580.00 §5,980.00 56,300.00 §0.00 canteeni
08081308 1200941 BROWN, GWENDOLYN - 12 :08—08—2013 $480.00 54,180.00 £3,700.00 | 50,00 et
080581302_1200807 |BROWN, KAREKIA - 501 08-05-2013 §330.00 §8,370.00 55,040.00 50.00 canteenl 2

PerodStart  |08-Aug-2013 Ml| . print|| v, view void

Period End %I-IIJS-Aug mE ~ “ Receipt LI_LI Reoeipt‘ ‘xneoeipt

Start & End Filter:  Set the start and end date period for which you want to view past

transactions.

Print Receipt: This utility will reprint the highlighted receipt on the screen.
View Receipt: Shows a print preview of the highlighted receipt on the screen.
Void Receipt: Voiding the highlighted receipt on the screen will reimburse the

employee for the charge total.

4.7.2 Meal Register Log
MEAL MANAGEMENT MEAL REGISTER LOG

Meal Management | Fepots  Mawigatior

[Meal Bill Register
Meal Register Log

« O && [Bin

Approve Staff Meals
Log Other Meals

MMeal Scan Ovemde

|pdate Emploves Alowances

Assign Employee Teams

Ll Meal Configuration »

The meal register log is used as a checklist for the server/cashier to check off all
employees who have scanned in and been served. This log is primarily for tracking the
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4.7.3

number of meals when the value of the meal is not significant to the company.

Meal Register Log MEAL STATUS : Un-Served [1] Served [0]
This torm Adds, Edits and Deletes entries made to the Meal Reqister Log table.

I@ Refresh Employee Scan List ] Confirm serving of each employee before removing from list? () Sert by Name (%) Sort by Time DATE : @-Sep-mﬁ vl

Photo Employee Time In Served

07:00 AM

REFRESH EMPLOYEE SCAN LIST BUTTON

The refresh button is used to display the names of employees who have scanned in but
the names are not showing up in the list right away,

CONFIRM SERVING CHECKBOX

Before each employee is marked as served, the system will ask that you confirm (yes or
no) that the selected employee was actually served to avoid mistakes. Unchecking this
option will mark the employees as served once the served button beside the employee
name is click.

SERVED DATE

The system by default will display the current date and all employees to be served. To
view a previous date, double the click the date and the option will appear.

SORT OPTIONS

The sort options will reorder the employee list by the name or time.

Approve Staff Meals
MEAL MANAGEMENT APPROVE STAFF MEALS
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Meal Management | Reports  Help

Meal Bill Register

—

| b h.ﬁ.pprnve Skaff Meals

i L"Eu:ug Other Meals

) Meal Scan Override

% pdate Emploves dllowances

Assign Employves Teams

%5 Meal Configuration

211

This screen is an open canteen feature and logs information that allows staff to scan for
meals outside their regularly allowed time in cases such as overtime or extended
production. Once the entry is made on this screen the biometric device will access this
data and allow the staff who are apart of the assigned teams to scan for meals.

The default configuration for meal allowances for breakfast, lunch or supper is done at

Meal Rules Setup.
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E Meal Approval =y
Meal Approval
This torm Adds, Edits and Deletes entries made to the Meal Approval table,
Approval User : indministratur Filter history using... Current
Meal Group |BRE.¢\KFAST & LUNCH 7 | Employee Team Groups
|:| MEAL BEMEFIT STAFF
Approval Period : from |l4—5&p—2l]12 Y| to |21—Sep—2l]12 V| B Termparary Staff
|an:es / Comments
Meal Group Start Date End Date Motes
BREAKF '
B¢ [B[a] 0 :
% il
=it ‘ a Cancel CelEte ose
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
Related or Missing Field Information:
To add a meal group click here! and Refresh
474 Log Other Meals

MEAL MANAGEMENT LOG OTHER MEALS
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| Meal Management | Reports Help

= Meal Bill Register

Approve Sktaff Meals

Log Other Meals

eal Scan Override

% pdate Emploves dllowances

Assign Employves Teams

Meal Configuration 3

This screen is used to record meals issued to visitors or other person not on the meal
management system. This feature is used primarily when there is an open canteen
system and no meal allowance is issued but rather just the tracking of the number of
meals served.

E Other Meal Log

Other Meal Log
This torm Adds, Edits and Deletes entries made to the Other Meal Log table. @

Approval User : lndministratnr Filter history using... |Current 'V_|
Meal Group  SUPFER Approval Date | 14=-Sep-2012 |
Description |Overtime Skaff Mumber OF Meals | ] |

| Descripkion Entry Date Meal Group Mo OF Meals

SUPPER

P.Qw

2|8 B

i

DSE
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4.7.5

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

Meal Scan Override

MEAL MANAGEMENT

Meal Management | Reports  Help

MEAL SCAN OVERRIDE

Meal Bill Reqister

—

b Approve Staff Meals
4 Log Other Meals

|ﬁ} -Meal Scan Owerride

% Update Employes Allowances

Assign Employves Teams

%% Meal Configuration

The meal scan override feature is by an Administrator used to scan in employees or

remove previous scans or overrides. This is required where the biometric device or

network is not operational for scans to be registered normally.
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E Meal Scan Override Log

Meal Scan Override Log
This tarm Adds, Edits and Deletes entries made to the Meal Scan Owverride Log table.
. Selection Options
select Employee Team | MEAL BEMEFIT STAFF | @ Clear all
[]Filter Department ACCOUNTS ) select all
Employee Count : 135
Emp # First Name Last Name Department Job Title Team 5
| D 11001 . | Alkan éedward RbMINISTRATION |ALL STAFF MEAL BEMEFIT STAFF |
] D :491 ;P.nn Marie -Bedward .CLP.II\"IS -P.L,L STAFF ;MEP.L BEMEFIT STAFF .
] 1m0z | Ankwian Bedward ADMINISTRATION |ALL STAFF MEAL BEMEFIT STAFF
D 62 ;(:Zec'elia -Bed_ward .P\CCOUNTS -P\LL STAFF .MEF\L BEMEFIT STAFF
ﬂ? MANAGER ALL STA MEAL BENEFIT STAFF
] | .459 EKimara Bedward CUSTOMER SERVICE  ALL STAFF ' MEAL BEMEFIT STAFF
D 516 Lynford Bedward MANAGER |ALL STAFF MEAL BENEFIT STAFF
[ | .488 :Paulette -Bed_ward .CLP.II\"IS -P.LL STAFF .MEP.L BEMEFIT STAFF
D 1004 Raymaond Bedward ADMINISTRATION |ALL STAFF MEAL BEMNEFIT STAFF
- e S s e AT G e o I
Filter Date Meal Log Time Mea_ll_l_._l_:ig_ Start Date [JLegTime1 |07.00

18-Sep -2013 ﬂ }
Meal Log End Date []Leg Time 2 E
|18-5ep-2013 v | [JLog Time 3

18-Sep-2013 ¥ |

1
|
i Log Meal Times
=
|

wemove Time

TO SCAN IN ONE OR MORE EMPLOYEES

Filter Date
The filter date is used to show scans for the selected employee on the filter date
selected.

Remove Time Button

Where there are times in the Meal Log Time list. The remove button will delete the
highlighted time.

Log Meal Time

When the log meal times button is pressed, the system will create an entry for log times
1 to 3 (where checked) for the period set for the log start and end date periods.

Although the log times are set to a default, they can be changed to a desired time.

47.6 Update Employee Meal Allowance
MEAL MANAGEMENT UPDATE EMPLOYEE ALLOWANCES
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___Mg@_l [Management I Reports  Help

o |

3 b

Meal Bill Register

Approve Sktaff Meals
Log Other Meals

Meal Scan Cverride

1

L

IJpdate Emploves Allowances

Assign Employves Teams

w
@
.

Meal Configuration 3

This screen assigns the meal allowance benefit to one or more employees according to
the initial allowance setup. Meal Allowance amounts are defined and assigned to groups
of staff members by their Work Team.

E Update Employee Meal Allowance

Update Employee Meal Allowance
This torm Adds, Edits and Deletes entries made to the Update Emplovee Meal allowance table,

Selection Options

| 1001

O
g

&nn Maris

Select Employee Team | I ER1a0THs v| @dearal 8‘ :
[IFilter Department O Select all Employee Count : 135
W'DWGHEES | allowance Update History |
| Erp # First Marmne Last Mame Depattrment Job Title Teari L
. . :.Alton Bedward | jnDMINISTRnTION inLL STAFF ;MEAL BEMEFIT STAFF |

ALL STAFF

MEAL BEMEFIT STAFF

Allowance Descriptoin

Amount (Daws)

b ) . . D TRATION !ALL STAFF
: 62 Cecelia Bedward ACCOLMTS AL STAFF MEAL BENEFIT STAFF
O Jets |cicely |Bedward |ManaceR |ALL sTAFF | MEAL BENEFLT STAFF
| [ ] ;15_9 ?K[n_;arq %B._es:_t\{vars:_l :_I;UﬁQMER_SER!g'_IC_E; i.ﬂ.l_.].ﬁTP.EF %rﬂ_Epg_L-_B_ngF;:T_s_.‘mfF
O |s1s |Lyrferd | Bedward | MAHAGER | ALL STAFF |MEAL BENEFIT STAFF |
|l e i e i e e
Allowance Diuration e Re-Charge Ref Date [01-Sep-2013 &

Period End Date

Re-Charge Amount 5,850.00

15-5ep-2013 «

pdate Allowance
Amounts

2 b
e

To apply allowance benefit:

1. Select the Team to filter employees by Work Team. To filter further by

department, check the Filter Department option.
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2. Select the Allowance benefit from the list. For daily alowance amounts, set the
start and end dates for the period desired. The system will then calculate the number of
days (days * amount) for the period excluding or including Holidays and Weekends where
required. For assign full monthly fixed allowance benefits amount upfront, set the start
and end date to be the same such as the beginning or end of the month.

3. Press the Update Allowance Amounts button and confirm to continue with the
update. Where the allowance is an accumulative one, the new amount will be added to
each employee's balance; otherwise it will be replaced with the new benefit amount.

Note: Click here to see the Allowance Update History

4.7.6.1 Allowance Update History
MEAL MANAGEMENT UPDATE EMPLOYEE ALLOWANCES HISTORY

The history tab of the allowance update screen shows all past allowance updates done.
There are also two report buttons, one shows a summary report for all updates done
within the filter period selected and a detail report which shows all updates updated and
any updates that were voided.

E Update Employee Meal Allowance

Update Employee Meal Allowance
This torm Adds, Edits and Deletes entries madeto the Update Employee Meal Allowancetable. @

Selection Options a =
f — LA Summary || 1L - Detail
Select Employee Team | MEAL BENEFIT STAFF ~| (@ Cearal Report || 54 Report
D Filter Department & O Select All Employee Count : 134
| Update Allowances [ alowance Update Histary |
Show All Allowance Updates For Period : |From [01-a00-2013 v|[To [31-0ct-2013 v
Allowance g:garge E’;ﬂy Esz;Io:,-’ees Previous Balance Amount Updated
» INGI STANDARD ALLOWANCE $1,188,000.00
INGI STANDARD ALLOWANCE 30-Aug-13 30-Aug-13 2] £0.00 £800.00
JINGI STANDARD ALLOWANCE 01-5ep-13 02-5ep-13 139 5837,090.00 §58,950.00 |
| | | | | | Fe:
: Amaunt »| Employee Options
Employee Previous Balance Updated created Updated By = @ Clear All
» B | AFFLICK EVERTON | $0-08 | £9,000.00 |31 30 2013 O Select All
I:l ALLEM, MARIA 625 50.00 $9,000.00 |31-Jul-2013 dpryce 2
! 1 f ! Roll Back Update
[] ANDERSON, CRAIG 398 0,00 £9,000.00 31-Jul-2013 doryce
_ [ |ANDERSCN, RAYON 252 _ $0.00 | §3,000.00 | 31-Jul-2013 | dpryce 32&‘: - Lo
[ scwey icoitoacs £ooon Fonon on 23 3 nag 3

Filtering Allowance Update History
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1. Select the Team to filter employees by Work Team. To filter further by
department, check the Filter Department option.
2. Set the start and end date to filter all updates by that period. The summary of

the updates will be shown in the first list and the detail of all employees updated in the
second list. Click on each allowance update in the summary list to show the details in the

list below it.

Employee Options (Clear or Select)

For the allowance summary option selected in list one, the clear or select all option will
check or uncheck each employee in list two for roll back (void).

Show Voided

The show voided checkbox will filter list two to show voided (roll back) transactions as
needed.

Roll Back Update

Clicking this button will void any allowance update transaction (which has not yet been
voided) for employees selected in list two.

4.7.7 Assign Employee Team
MEAL MANAGEMENT ASSIGN EMPLOYEE TEAMS

Meal Management | Reports  Help

Meal Bill Reqgister
kd| Approve Staff Meals
>

Log Other Meals
% | Update Emplovee allowances
=

Meal Scan Override

Assign Employves Teams

& Meal Configuration 3

This Feature is a batch utility that allows easy moving of groups of employees from one
work team to another instead of going to each employee’s profile and editing their team

assignment.
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B Assign Employee to Teams

Assign Employee to Teams
This torm Adds, Edits and Deletes entries made to the Assign Employes to Teams table,

Select Employee Department | ADMINISTRATION v| O Clearal
Select Employee Team IME AL BENEFTT STAFF v| @ select all
Emnp # First Marme Last Mame Job Title Team

| @ |10t | Ao | Bedward | AL STAFF | MEAL BENEFIT STAFF
P 1002 Anbwuan Bedward AL STAFF MEAL BENEFIT STAFF
[ 1004 Raymond \Bedward | ALL STAFF |\ MEAL BENEFIT STAFF
: “11303 %ﬁr‘:se lémwn' |P-LLS7FF'.FF‘ TﬂEﬂLBET\EFITﬁ'I'hFF
| M |51 | Carline Taylor | ALL STAFF | MEAL BENEFIT STAFF
a3 ‘Roland Taylr AL STAFF MEAL BENEFIT STAFF
[ 730 Dowegs | Thompsan | ALL STAFF |\ MEAL BENEFIT STAFF
M Everton Wiliams AL STAFF MEAL BENEFIT STAFF
| ™ |1z \Gwendolyn | Willams |BLL STAFF |MEAL BEMEFIT STAFF

|Assign Employees to new Tean

Z

IME.-’-'I.L BEMEFIT STAFF L
Assign Employee Team

=
[ v ]
SE

Mumber of Employee(s): 9

To Assign Employees to a new Work Team:

1. Use the filter options for Departments and Work Teams to find the employee(s)
you want to transfer to a new Team. Ensure only employees you want to transfer
are ticked in the first column.

2. Select new Work Team where is says "Assigh Employees to new Team"

3. Press the Assign Employee Team button to move the employees.

Related or Missing Fields Information

To add a new Work Team click here and Refresh
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4.7.8

4.7.8.1

Meal Configuration

The Meal Configuration menu has the parameters necessary to setup the Meal

Management module. Each option will be explained in detail.

Meal Management | Reports  Help

Meal Bill Register

T

Approve Staff Meals
Log Okher Meals

et

o

'E} Meal Scan Override
]

Ilpdate Emploves Allowances

Assign Emploves Teams

Y5 Meal Configuration

Product Item List

MEAL MANAGEMENT
LIST

» H [: Praduck Ikem Lisk
roduck Cakegory

@  Holidavs

Meal Allowances

&% Meal Rules Setup

MEAL CONFIGURATION

PRODUCT/MEAL ITEM

This screen allows you to enter your canteen's menu items and snacks. You can

categorized the items into Product Categories such as Breakfast, Lunch, Snacks, Teas,

Beverages etc.
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Meal Management | Reports  Help

Meal Bill Register

Approve Staff Meals
Log Other Meals

Meal Scan Override

« O ek

IIpdate Emploves Allowances

Assign Emploves Teams

Y5 Meal Configuration J H [ Produck Tkem Lisk
roduck Cakegory

@  Holidavs

Meal Allowances

& Meal Rules Setup
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E Meal Item List L= || L[]
Meal Item List
This tarm #dds, Edits and Deletes entries made to the Meal Ikem List table, @
Meal Item Category IBREF'.KFF'.ST v|
Item Mame,/Description |COFFEE,|'TE.C'. | Active
Short Desc  |HOT | Cost ¢ 90.00 | Barcode/Ttem # 123456 |
Meal Ikem Cosk Item # Ackive
EREAKFAST | $150,00 |BKFIZII |
W
F'.QW dit Cancel _ Dg!e | se
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.7.8.2 Product Category

MEAL MANAGEMENT MEAL CONFIGURATION PRODUCT
CATEGORIES (MEAL GROUPS)

This screen allows you to categorize your menu list into groups such as Breakfast, Lunch,
Snacks, Teas, Beverages etc. These groups are to be setup before the Product Item List
is entered.
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Meal Management | Reports  Help

Meal Bill Register

Approve Staff Meals
Log Other Meals

Meal Scan Override

« O ek

IIpdate Emploves Allowances

Assign Emploves Teams

=

Meal Configuration

Produck Ikem Lisk

2

P

Produck Category

Holidays

Meal Allowances

Meal Rules Setup

223
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E Meal Item Categories
Meal Item Categories
This tarm Adds, Edits and Deletes entries made ko the Meal Item Categories table, @
Category Mame iDESSERTS| | Active
Category Mame Ackive
SOUPS '
MEALS )
SHACKS
CAKES
| SANDWICHES
DRINKS ol
! MISCELLAMEDLUS
BREAKFAST
»
Wf WJ - =
& 9| @ e
Save rflew Edit a7 Cancel DElELE ]
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.7.8.3 Holidays
MEAL MANAGEMENT MEAL CONFIGURATION HOLIDAYS

Setting up holidays will prevent employees from receiving a Meal Allowance for days
designated as Holidays. Holiday setup is also used in the Time Management module;
however, for Meal Management the only significant options on this screen are the Holiday
date and Work Team. You can fill out the other options with default data if the Time
Management module isn’t being used.
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Meal Management | Reports  Help

Meal Bill Register

Approve Staff Meals
Log Other Meals

Meal Scan Override

« O ek

IIpdate Emploves Allowances

Assign Emploves Teams

=

Meal Configuration

Produck Ikem Lisk

Produck Category

Ql Holidays
Meal Allowances

& Meal Rules Setup

225
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E Holidays
Holidays
This Ffarm Adds, Edits and Deletes entries made to the Holidays table, @
Enter Holiday Year i _! Holidays for Year Entered Is Annual Active
Holiday !I"-.Iew Years Day |
Date 01-3an-2014 v | [1Pay for Holiday | apply to Teams | apply to Branches |
Pay Rule i3 - Pay Al (Indude &s Regular) “ | ] MEAL BEMEFIT STAFF
Temporary: Staff
Time Type | Double Time + [Hours [ 5.00
Description | Jan 1 ‘
|
Huoliday Date annual | Ackive
Independence Diay 06-Aug-2013
Heroes Day #1-0ck-2013
Christmas Day #5-Dec-2013
Bowing Day 26-Dec-2013
Mew Years Day '
B2 3
Save ew it Zancel DelEke 'Jse
See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.7.8.4 Meal Allowance Setup

MEAL MANAGEMENT MEAL CONFIGURATION MEAL ALLOWANCES

This screen allows you to setup the meal benefit allowance(s). Allowances maybe of
different values and can be assigned to different categories of staff when categorized
by Work Teams.

Example: Management Staff Allowance (Daily $600, Weekly $3000, Monthly $12,000),
General Workers Allowance (Daily $450, Weekly 2250, Monthly $9,000). Each Allowance
with a different value will be entered separately.
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Meal Management | Reports  Help

—a

Meal Bill Register

Approve Staff Meals
Log Other Meals

Meal Scan Override

« O &k

IIpdate Emploves Allowances

Assign Emploves Teams

Y5 Meal Configuration r Produck Tkem Lisk

Produck Category

@  Holidavs

Meal Allowances

&%  Meal Rules Setup

You then would designate the following:
Amount - Value of the Allowance amount.

Frequency - Interval in days relative to the allowance amount. This is
used to determine how frequent to apply the allowance

when done automatically by the system.

Auto Assign - If the system to auto re-assign when allowance amounts
when it expires.

Cumulative - When checked, this determines whether to add new amount
of existing balance or replace it.

Ignore Days - Will not include the days checked when calculating allowance
to be assigned. Eg. A daily allowance being updated

using the Update Employee Allowance tool for the period of
a month will skip holidays and weekends if they are

checked

Team List - Tells the system which Work Teams qualifies for the
requisite allowance.
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E Meal Allowances Setup

Meal Allowances Setup
This tarm Adds, Edits and Deletes entries made to the Meal Allowances Setup table, @

Item Mame/Description Active MEAL BEMEFIT STAFF
(OVERTIME ALLOWANCE | Temporary Staff
Amount % 650,00 | Frequency (Days)

Auto Assign Balance is Cumulative?

IGNORE: [ |Holidays [ |Saturdays [ |Sundays

Allowance Descripboin Armount [Durakion Auko um?

|
STANDARD ALLOAWANCE | $450,00 |21 | |
OVERTIME ALLOWAN $650,00 |4

e

A e
1?'.-"1._, }r{f Eﬁ 4
Save Efilew E it aTE Cancel DElEre 5

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to
make changes to database records.
4.7.8.5 Meal Rules Setup

MEAL MANAGEMENT MEAL CONFIGURATION MEAL RULES
SETUP
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—a

et
s

0]
™

Meal Management | Reports  Help

Meal Bill Register

Approve Staff Meals
Log Other Meals

Meal Scan Override

IIpdate Emploves Allowances

Assign Emploves Teams

=

Meal Configuration

Produck Ikem Lisk
Produck Category

@  Holidavs

Meal Allowances

5 r\r'-“IEaI Rules Setup

229

This screen only applies to situations where employees are not given an allowance but
rather an “open canteen” service where employees are served any meal that is on the
menu. Some employees may be allowed to have one or more meals based on their shift
or seniority. Simply select the meal group and tick the Work Teams allowed to have a
meal in the selected group. Eg. If an employee is lunch only, they won’t be able to scan
at the biometric device for breakfast or supper.
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4.8

E Meal Setup

Meal Setup
This Form Adds, Edits and Deletes entries made to the Meal Setup kable,

Meal Group 5I_IF'F'EF!.

|[Employee Team Groups

Aﬁw

=
&h\.
SE

See Add, Edit and Delete topics, to learn how to maneuver this dialog window on how to

make changes to database records.

Reports Menu

The main objective of any data processing application is to produce results either by the

functions it carries out or by the reports it produces. Reports aids in decision making,

the processing of payroll or other payments and helps identify the status of the company

depending on the report selected.

Each report consist of Parameters. Parameters are criteria's by which the report can be

generated. Eg. A gender parameter will allow the report to show only males, only
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females or both.

See below sample of report parameters.

Report Options [ Employees Allowance Balance by Department ]
Sys Branch | EE—E v
Department i;-#'éi.mw |.:,:|'| ook _v]
=) P $ |
Print Report Shot Report Export Report Close

PRINT REPORT

After the parameters are set, the print report button will send the report directly to the
default printer installed.

SHOW REPORT

After the parameters are set, the show report button will display a preview of the report
on screen for review. Users can print or export the report from the preview if desired.
EXPORT REPORT

After the parameters are set, the export report button will save a copy of the report in

a format selected by you such as Excel or PDF.
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48.1

SMART Custom Report Wizard

Enter topic text here.

Fepotks | Help

SMART Custom Report \Wizard

Emplovee Lisking {Active)
Emploves Listing (Inackive)
Emplovee Listing by Team
Employees By Location

Meal Management 2

Terminal Management k

El' SMART Custom Report Designer & Viewer 1.0
Ohjects and their attributes Data Columns ta Display i Filtering & Sarting Options |

- [] attendance Log -~ Query Columns

[]Bank Click here to add new colurin
[]Bank Eranch

- []Date Log

[ [[] Deduction Type
[]Department
[C]Department Section
- [[]Emplayee =
[JEmployee Deduction
[C]Employee Payment

- [[]Emplayee Type

& []Export_ Accu Pay By T
[Jsender

[ [] Holiday

& [ ]Holiday By Team

&[] Overtime Approval Loc
[ overtime Auto Approy
[C]Pay Filter

& []Payment Cycle

- [[]Payment Type

[C1Pay Periad Preview Repork Resulk
[[1Pay Period By Faymen! Preview Report Result
& []Pay Period Bysys User

[IPay Rate -]
[Privilege
& []Raoster By Employee
[JRaster Reasan
&[] 5cheduled Break |

oo [m[=
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Employee Listing - Active
This report shows a listing of all active employees sorted by last name.
Reports | Help
SMART Custom Report \Wizard
[ Emploves Listing (Ackive)
Employvee Listing (Inactive)
Employvee Liskting by Team
Emplovees By Location
Meal Management 3
Terminal Management r
| Main Report
Z4-Sep-ZD1304:34 PM SMART TECHNOLOGIES JAMAICA
Employee Listing By Name (Active)
Emp. # LastMame First Mame Middle Mame Sex Birthdate Employed Department Job Titl
1001 Bedward Alton F ADMINISTRATION ALL STA
491 Bedward Ann Marie F CLAIMS ALL STA
1002 Bedward Anbwilan F ADMINISTRATION ALLSTA
62 Bedward Cecelia F ACCOUNTS ALL STA
619 Bedward Cicely F MANAGER ALLSTA
459 Bedward Kimara F CUSTOMER SERYICE ALLSTA
516 Bedward Lynford F MANAGER. ALL 5TA
438 Bedward Paulette F CLAIMS ALL STA
1004 Bedward Raymond F ADMINISTRATION ALL STA
36 Bedward Tamara F CLAIMS ALL STA
486 BloomField Patrice F LEGAL ALL STA
1003 Brown Rose F ADMINISTRATION ALL5TA
307 Carey Mark. F LEGAL ALLSTA
133 Cohan Maria F CLAIMS ALLSTA
705 French Latoya F RECORDS MANAGEMENT ALLSTA
510 Grace Dorothea F MANAGER ALL 5TA
159 Grey Charmaine F ACCOUNTS ALL STA
459 Grey Cheryl F T ALL STA
635 Hanson Crlean F NON-MOTOR ALL STA
636 Lee Roxarn F CUp ALL STA
412 Porter Mvala F CUP ALL STA
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4.8.3 Employee Listing - Inactive

This report shows a listing of all inactive employees sorted by last name.

Reports | Help

SMART Custom Report \Wizard

Employves Listing (Ackive)

Employvee Listing (Inactive)

Employvee Liskting by Team
Emplovees By Location
Meal Management 3

Terminal Management r

11-0ct-2013 07:59 PM

SMART TECHNOLOGIES JAMAICA
Employee Listing By Name (Inactive)

Emp. # Last Name First Name Middle Name Sex Birthdate Employed Depariment JobTitk Location / Branch
320 Thompsan Nod 2 MNON-MOTOR INGISTAFF HEAD OFFICE
733 Wright Kuyan T MARKETING INGISTAFF HEAD OFFICE

4.8.4 Employee Listing by Team

This report shows a listing of all active employees grouped by Work Team and sorted by

last name.

Reports | Help

SMART Custom Report \Wizard

Emploves Listing (Ackive)
Employee Listing (Inactive)
L[,\g Emplovee Listing by Team

Emplovees By Location

Meal Management 2

Terminal Management k
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11-0ct-2013 08:13 PM

SMART TECHNOLOGIES JAMAICA
Employee Listing By Team

Pagelofs

Emp. # Last Name First Name Middle Name Depariment Job Titk
MEAL BENEFIT STAFF

1 Afflide Everton ADMINISTRATION INGISTAFF
625 Allen Maria cup INGISTAFF
398 Anderson Craig ACCOUNTS INGISTAFF
262 Anderson Rayon CREDIT INGISTAFF
453 Ashley Leslie CLAMS INGISTAFF
1006 Biailey Camille HUMAN RESOURCES INGISTAFF
470 Bailey Stacy-Ann CUpP INGISTARF
a4 Barrett Dezreen P INGISTAFF
741 Barrett Racquel HUMAN RESOURCES INGISTAFF
7 Baxter Ann-Marie CLAIMS INGISTARF
458 Bedy Sharika BROKER UNIT INGISTAFF
699 Beeput Kevem CLATMS INGISTAFF

4.8.5 Employee Listing by Location

This report shows a listing of all active employees grouped by Branch/Location and sorted

by last name.

Reports [ Help

SMART Custom Report Wizard

Emploves Listing (Ackive)
Emplovee Listing (Inackive)

Employves Listing by Team

IN

Employees By Location

Meal Management:

Terminal Management

3

k

11-0ct-2013 08:04 PM

SMART TECHNOLOGIES JAMAICA

Employees By Location

Emp. & LastName First Name Middle Name Sex Birthdate Employed Department JobTitke Location [ Brai
HEAD OFFICE

640 Adams Stephanie F cup INGISTAFF HEAD OFFICE
1 Affiick Everton = ADMINISTRATION JINGISTAFF HEAD OFFICE
625 Allen Maria = R INGISTAFF HEAD QFFICE
39 Anderson Craig r ACCOUNTS INGISTAFF HEAD OFFICE
262 Anderson Rayon F CREDIT INGISTAFF HEAD QFFICE
453 Ashley Leslie = CLAMS INGISTAFF HEAD OFFICE
1006 Bailey Camille ¥ HUMAN RESOURCES INGISTAFF HEAD OFFICE
470 Bailay Stacy-Ann F cup INGISTAFF HEAD OFFICE
538 Barrett Dezreen F ap INGISTAFF HEAD OFFICE
741 Barrett Racquel = HUMAN RESOURCES INGISTAFF HEAD OFFICE
7 = CLAMS INGISTAFF HEAD OFFICE

Baxter Ann-Marie

4.8.6 Meal Management Reports

The Meal Management reports menu list all reports that produce meal tallies, account

charges and meal values.
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Reports | Help

SMART Custom Report Wizard

Employee Listing [Active)
Employee Listing {Inactive)
Employee Listing by Team
Employees By Location

| Meal Management r Allowance Update History
! Rostering Reports ] Allawance Update History Detail
Terminal Management 3 Employee Accournt History
Time Adjustment * Employee Allowance Balances
Time Management ¢ Employee Meal Tally Detail

'J F Emplovee Meal Taly Summany

) — J S Meal Cash Balance Tatal by Diate
Meal Charge Totals by Date

Meal Purchase Analysis by Cuantity
Meal Purchase Analysis by Value

Team Meal Taly Summany

OPEN CANTEEN SYSTEM REPORTS

1. Employee Meal Tally Summary
2. Employee Meal Tally Detail

3. Team Meal Tally Summary

MEAL BENEFIT ALLOWANCE SYSTEM REPORTS

1. Allowance Update History
Allowance Update History Detail
Employee Allowance Balance
Employee Account History

Meal Cash Balance Total by Date
Meal Charge Total by Date

Meal Purchase Analysis by Value

0O N o0 U N W N

Meal Purchase Analysis by Quantity
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4.8.6.1 Allowance Update History
Updating employees allowances are done using the Update Employee Meal Allowance
feature. This report shows a summary of all allowance updates that have been done.
PARAMETERS
fnf = ."-: = = AN = o ‘,—"—5—’ g
Period Start ,:l laug 2013 |
Pericu:l Eﬂd 3'3'5ED'2':|13 .V-
anibie cafelaieneit, oo ph s aiietiienk at . ub o ot
This report uses two parameters, Period Start and Period End to filter allowance updates
done within this period.
REPORT
il SMART TECHNOLOGIES JAMAICA Lokt
Allowance History by Period
Thu, August 1, 13 to Mon, September 30, 13
Allowance Description Updated By Recharge Expiry Date Number of Total Allowance Total Allowance
Date Employees Before Redharge Recharged
INGISTANDARD ALLCWANCE dpryce 01-Aug-2013  31-Aug-2013 133 £0.00 £1,188,000.00
INGISTANDARD ALLCWWANCE admin 30-Aug-2013  30-Aug-2013 2 50.00 5900.00
INGISTANDARD ALLOWANCE admin 01-Sep-2013  02-Sep-2013 135 ;83?.0‘30.00 £58,950.00
Grand Total forPeriod 135 $837,090.00 $1,247,850.00
-\-“\:w“\-'—"“\ ’\"\“-“\"M"\Mﬂ_‘_r.\.‘\ r“-..\;s.’.“’“’“x'#\--'*\ me'""-\_.M*"'\'-u,-'-*“ﬂm
4.8.6.2 Allowance Update History Detail

Updating employees allowances are done using the Update Employee Meal Allowance

feature. This report shows the summary of a particular allowance and the details of all

employees profiles on which the update was done. If an allowance update was voided,

this information will also be displayed.

PARAMETERS
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Report Options [ Allowance History by Period Detail |
Perind Start !DI'AUQ'EDIE
Perim! EI‘I[! I31_'g,'ug_2|:|13

rkr#qu'—’ Sgmebtatatit,

This report uses two parameters, Period Start and Period End to select a particular

allowance update that was done. The dates must match exactly for the details this

report to be displayed.

REPORT
RS AL SMART TECHNOLOGIES JAMAICA Fage IS

Allowance History by Period Detail
Thu, August 1, 13 to Sat, August 31, 13
Allowance Description Updated By Recharge Expiry Date Num ber of Total Allowance Total Allowance
Date Employees Before Redharge Recharged

JNGISTANDARD ALLOWANCE dpryee 01-Aug-2013  31-Aug-2013 133 $0.00 $1,188,000.00
First Name Last Name Job Title Previous Balance AmountUp{hbad.
ACCOUNTS 6 000 $54.00000
Craig Andersan INGISTAFF 0.00 9,000.00
Loma Campbell INGISTAFF 0.00 9,000.00
Opal Mair INGISTAFF 0.00 9,000.00
Ann-Marie Nelson-Bender INGISTAFF 0.00 9,000.00
Cecelia Richards INGISTAFF 0.00 9,000.00
Charmaine Wint INGISTAFF 0.00 9,000.00
ADMINISTRATION 3 000 $72.00000
Evertan Afflide INGISTAFF 0.00 voided 9,000.00
Everton Afflick INGISTAFF 0.00 voided (3,000.00)
Gwendohyn Brown INGISTARF 0.00 9,000.00
Dowega Grant INGISTAFF 0.00 9,000.00
Carline Hanson INGISTAFF 0.00 9,000.00

. Roland Howell NGISTAFF 0.00 9,000.00

v aatnnilis o AT B '«MM“'A oofpitinamiiel, ‘.‘ = " o "'~-w"‘mrm* ol ™

4.8.6.3 Employee Account History

Enter topic text here.

PARAMETERS

REPORT
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4.8.6.4 Employee Allowance Balances
Updating employees allowances are done using the Update Employee Meal Allowance
feature. This report shows the allowance balance status of each employee by their
department.
PARAMETERS

Report Options [ Employees Allowance Balance by Department ]

Sys Branch | JAMAICA - DEFAULT - KINGST! ||

Department wE% Chaw A 555 &l

5% Chow All =
ACCOUNTS
ADMIMISTRATION
AGM

BROKER LINIT

This report is filtered by Branch and Department. Select one or both as needed.

REPORT

TR a e SMART TECHNOLOGIES JAMAICA Fagi i
Employees Allowance Balance by Department
Emp. # Last Name First Name Middle Name Job Title Allowance Babbnoe Last Updated Amt. Updated ExpiresOn  Last Used On
HEAD OFFICE [135] $894,810.00 $58,500.00
ACCOUNTS [6] $41,420.00 $2,700.00
398 Anderson Craig INGISTAFF £5,370.00 01-5ep-2013 450,00 02-Sep-2013 13-Aug-2013
16 Campbell Loma INGISTAFF 50,450.00 01-5ep-2013 450,00 02-5ep-2013
248 Mair Opal INGISTAFF £8,450.00 01-5ep-2013 450,00 02-Sep-2013
527 MNelson-Bender Ann-Marie INGISTAFF $6,280.00 01-5ep-2013 450,00 02-5ep-2013 14-Aug-2013
62 Richards Cecelia INGISTAFF £4,760.00 01-5ep-2013 450,00 02-Sep-2013 13-Aug-2013
159 Wint Charmaine INGISTAFF $6,110.00 01-Sep-2013 450.00 02-Sep-2013 14-Aug-2013
ADMINISTRATION [9] £34,770.00 $-7,200.00
i Afflide Everton INGISTAFF $-8,310.00 01-Aug-2013 -4,000.00 31-Aug-2013 14-Aug-2013
12 Brown Gwendolyn INGISTAFF £2,030.00 01-5ep-2013 450,00 02-5ep-2013 13-Aug-2013
739 Grant Dowega INGISTAFF $8,400.00 01-5ep-2013 450,00 02-Sep-2013 14-Aug-2013
51 Hanson Carline INGISTAFF £5,260.00 01-5ep-2013 450,00 02-5ep-2013 13-Aug-2013
433 Howell Roland INGISTAFF £7,310.00 01-5ep-2013 450,00 02-Sep-2013 13-Aug-2013
1001 Mason Alton INGISTAFF £5,620.00 01-5ep-2013 -450.00 02-Sep-2013 14-Aug-2013
1004 McDonald Raymand INGISTAFF £5,750.00 01-Sep-2013 450.00 02-Sep-2013 14-Aug-2013
102 McMillan Antwuan INGISTAFF £5,640.00 01-5ep-2013 -450.00 02-5ep-2013 13-Aug-2013
1003 Thomas Rose INGISTAFF $3,000.00 01-5ep-2013 450,00 02-Sep-2013 13-Aug-2013
AGM [4] $34,350.00 %1,800.00

Lo, s g, o o T NCIGEAIP s a5 s G e, W S e, o
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4.8.6.5 Employee Meal Tally Detalil
This report shows a detailed tally of all scans by employees for the select date period. A

total for each employee and date is grouped and then summarized by the Work Team.

PARAMETERS

Report Options [ Meal Tally by Break Time Detail |

Period Start Date |Dl-.ﬂ.ug-2013 w I

Period End Date i31_'.3,',_|g.2|:|13 " i

Sun Mon Tue Wed Thu Fri Sat
28 29 1 2 =3

4 5 & F &8 9 10
1t 2 13° 14 15 15 IF
18 19 0. ., ZF3: 230 34
25 % 27 8 19 30

[ |Today: 09-Oct-2013

B W e P Y U

This report uses two parameters, Period Start Date and Period End Date to tally all

employee scans by Work Team for the selected dates.

REPORT
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e SMART TECHNOLOGIES JAMAICA b ks
Meal Tally by Break Time Detail
Thu, August 1, 13 to Sat, August31, 13
Employee Name Day # Work Date BREAKFAST Ends 11AM LUNCHEnds 3PM  SUPPER > 3PM  Punch Count
MEAL BENEFIT STAFF 1,012
1 05-Aug-2013 7:50 AM 1:27 PM 2
2 07-Aug-2013 10:43 AM i
3 08-Aug-2013 745 AM 11:54 AM 2
4 09-Aug-2013 8:03 AM 12:24 PM pd
5 12-Aug-2013 7:57 AM 12:47 PM 2
6 13-Aug-2013 746 AM 12:00 PM 2
7 14-Aug-2013 7:59AM 3
116 AM
10:33 AM
AFFLICK, EVERTON -1 9 5 (i] 14
i 02-Aug-2013 2:03 PM 1
2 05-Aug-2013 10:05 AM 1
3 07-Aug-2013 1:11 PM 1
4 08-Aug-2013 1:27 PM i
5 09-Aug-2013 1:41 PM 1
[} 12-Aug-2013 1:14 FM i
T 13-Aug-2013 1:50 PM i
ANDERSOMN, CRAIG -398 i ] 1] 7
1 05-Aug-2013 1:44 PM i
2 07-Aug-2013 1:29 PM i
3 08-Aug-2013 2:45 PM i
4 08-Aug-2013 2:19 FM i
5 12-Aug-2013 1:31 PM i
(3 13-Aug-2013 1:27 FM 1

4.8.6.6 Employee Meal Tally Summary
This report shows a summary tally of all scans by employees for the select date period. A
total for each employee is grouped and then summarized by the Work Team.

PARAMETERS

Hepnrtmions [ Meal Tally by Break Time Employee Summary |

PEriDd Start Date 31- JLII -2013 v_l

i
Period End Date |

31-Aug-2013 v |

Sun Mon Tue Wed Thu Fri Sat

: 1 & B8
4+ 5 65 F B B 1B
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 2 22 30 |ER

.'\.w\-\'\\_‘l_-'l

This report uses two parameters, Period Start Date and Period End Date to tally all
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employee scans by Work Team for the selected dates.
REPORT
RGeS SMART TECHNOLOGIES JAMAICA P
Meal Tally by Break Time Employee Summary
Wed, July 31, 13 to Sat, August 31, 13
Employee Name BREAKFAST Ends 11AM LUNCHEnds 3PM SUPPER > 3PM  Punch Count
MEAL BENEFIT STAFF 1,014
AFFLICK, EVERTON -1 9 5 1] 14
ANDERSON, CRAIG -398 1 (] 1] 7
ANDERSON, RAYON -262 0 6 1] [
ASHLEY, LESLIE -453 6 4 i 10
BAILEY, CAMILLE -100& B F 1] 15
BAILEY, STACY-ANN -470 0 4 1] 4
BARRETT, DEZREEN -641 3 ] 1] 9
BARRETT, RACQUEL -741 2 3 1] 5
BECKY, SHARIKA -498 6 6 1] 12
BEEPUT, KEVERN -6993 2 5 1] r
BENJAMIN, DANIEL -564 5 i (1] (]
BENNETT-MITCHELL, KHADENE -439 2 B 1] 10
BROWN, ALTESHIA -651 3 3 1] ]
BROWN, GWENDOLYN -12 1 3 2 ]
BROWN, KAREKIA -501 5 4 1] 9
BROWN-ROSE, PAULINE -583 0 1 1] 1
BRYANT, JANET -196 4 7 1] 11
B CAPERERn s sl bl il Il ™o i S i gl
4.8.6.7 Meal Cash Balance Total by Date

This report is used to summarize by department all account charges and or cash

payments done at the Meal Register Console

PARAMETERS

Report Options

Period Start

Period End

[ Meal Cash Balance Total by Date |

[01-Aug-2013

| 31-Aug-2013

v:
d|

=]

Sun Mon Tue Wed Thu Fri Sat

: i 2 &
4 5 6 7 8 9 10
i1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

[ ]Today: 10-Oct-2013

~ ‘-mﬂ"'u-.m- ,,\.’ ‘h*‘*ﬁf.\"'d - st X
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This report uses two parameters, Period Start and Period End to summarize account

charges and cash payments.

e oo SMART TECHNOLOGIES JAMAICA ragetont
Meal Cash Balance Total by Date
Thu, August 1, 13 to Sat, August 31, 13
Department Company Charge Total Cash Grand Total
Payment
ACCOUNTS 15,280.00 $0.00 15,280.00
ADMINISTRATION 39,830.00 $0.00 39,830.00
AGM 3,450.00 £0.00 3,450.00
BROKER UNIT 15,860.00 50.00 15,860.00
CALL CENTRE 24,370.00 50.00 24,370.00
CLAMS 50,790.00 £0.00 50,790.00
CREDIT 13,040.00 50.00 13,040.00
P 28,410.00 50.00 28,410.00
CUSTOMER SERVICE 14,600.00 $0.00 14,600.00
GROUP OFFICE £,640.00 $0.00 6,640.00
HUMAN RESOURCES 5,820.00 $0.00 5,820.00
o 13,950.00 £0.00 13,550.00
LEGAL 14,100.00 50.00 14,100.00
MANAGEMENT INFORMATION £,090.00 $0.00 §,090.00
MAMAGER 15,270.00 50.00 15,270.00
MARKETING 2,280.00 50.00 2,280.00
MOTOR 16,860.00 $0.00 16,860.00
NON-MOTOR 4,340.00 $0.00 4840.00
REASSURANCE 3,550.00 $0.00 3.550.00
RECORD'S MANAGEMENT 48,420.00 $0.00 48,420.00
cunsnCrandTofal A i mnienticnman et BRI e SO0 38300000, B

4.8.6.8 Meal Charge Total by Date
This report is used to summarize by department all account charges done at the Meal
Register Console. It shows the number of employees for each department that
accumulated the charge amount, the total charge, the allowance balance before the
charges and the difference of both.

PARAMETERS
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Hepnrtﬂptinns [ Meal Chamge Totals by Date |
Fesiod L l01-Aug-2013 ™|
Period Start i31'-"-"-'-|';|'2|:|13 v-i

Sun Mon Tue Wed Thu Fri Sat

K I § 2 3
4 5 & 7 8 9 10
11- 1 13 14 1% 15 1F
13 19 20 21 22 23 2
5 26 27 2 2 0 |ER

Today: 10-Oct-2013

This report uses two parameters, Period Start and Period End to summarize account

charges and cash payments.

REPORT
TR Ao SMART TECHNOLOGIES JAMAICA PR
Meal Charge Totals by Date
Sat, August 31, 13 to Thu, August 1, 13
Depariment Num ber of Total Charges Total Allowance Total Allowance
Employees Before Charge After Charge
ACCOUNTS 4 12,760.00 36,000.00 23,240.00
ADMINISTRATION 9 28,830.00 81,000.00 51,170.00
AGM 2 3,450.00 18,000.00 14,550.00
BROKER UNIT 3 11,550.00 27,000.00 15,450.00
CALL CENTRE 8 21,790.00 72,000.00 50,210.00
CLAIMS 16 44,310.00 144,000.00 99,690.00
CREDIT 5 13,040.00 45,000.00 31,960.00
P ] 24,380.00 81,000.00 56,620.00
CUSTOMER SERVICE 6 14,300.00 54,000.00 39,700.00
GROUP OFFICE 2 6,640.00 18,000.00 11,360.00
HUMAN RESOURCES 3 5,150.00 27,000.00 21,810.00
T (1 12,860.00 54,000.00 41,140.00
LEGAL 4 9,790.00 36,000.00 26,210.00
MANAGEMENT INFORMATION 2 5,380.00 18,000.00 12,620.00
MANAGER. 7 14,940.00 63,000.00 48,060.00
MARKETING 1 2,030.00 ©,000.00 5,970.00
MOTOR 5 14,220.00 45,000.00 30,780.00
NON-MOTOR 3 3,670.00 27,000.00 23,330.00
REASSURANCE 1 3,550.00 9,000.00 5,450.00
RECORDSMANAGEVENT 15 42,670.00 135,000.00 92,330.00
AT 111 296,350.00 599,000.00 702,650.00
oy R e s TSl is e B P P B et A
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4.8.6.9 Meal Purchase Analysis by Quantity
This report aims to analyze the popularity of each Product Item based on its purchasing

trend. The items with the largest number of purchased will be displayed first along with

the Product Category.

PARAMETERS

¥ Report Options [ Meal Purchase Analysis by Quantity ]
Period Start [01-aug-2013  »
PEriDd EI'Id i31'}:'.|.|g'2|:|13 o |

Sun Mon Tue Wed Thu Fri Sat
C R | 2 3

q: 5 b R S |

11 12 13 14 1% 15 17

12 19 20 21 22 23 24

25 26 27 28 29 30

[ JToday: 10-0ct-2013

“‘M«-.‘nlﬂ-.h."'\*mm\Mb\“ﬂ" aatt®.

This report uses two parameters, Period Start and Period End to summarize the purchase

analysis data.

REPORT
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TR SMART TECHNOLOGIES JAMAICA Pagetaia
Meal Purchase Analysis by Quantity
Thu, August 1, 13 to Sat, August 31, 13
Category Meal Item Description Total Purchased Total Cost Totalvake
MEALS
MEAL MEDILM 518 5149,820.00 £170,940.00
MEAL L ARGE 87 $21,600.00 £38,150.00
TOTAL MEALS HE SI7LR20.00 S210,090.00
MISCELLANEOUS
LUNCH BOX SMALL 179 $1,580.00 51,750.00
MISC ITEM 157 £22,930.00 £25,410.00
LUNCH BOX LARGE 51 $900.00 51,020.00
TOTAL MISCELANEOLS 3 S25,F10.00 52822000
BREAKFAST
BREAKFAST 230 £33,150.00 £34,500.00
TOTAL BREKFAST 27 $izisamy  &34.50000
DRINKS
DRINK.C 83 57,600.00 58,300.00
DRINK D 39 $4,800.00 56,240.00
DRINK A 28 $2,240.00 £2,320.00
DRINKE 16 $1,920.00 £1,920.00
DRINKE 4 S720.00 $720.00
mmm F17.280.00 F19.500080
| At bbb '.mu- "‘ nn ﬂw A g

4.8.6.10 Meal Purchase Analysis by Value
This report aims to analyze the popularity of each Product Item based on its purchasing
trend. The items with the highest value purchased will be displayed first along with the

Product Category.

PARAMETERS

5 Report Options [ Meal Purchase Analysis by Value |
Period Start i.jl.,;ug.guju v:
Period End |:1 -Aug-2013 v |

Sun Mon Tue Wed Thu Fri Sat

1 2 3
4 5 6 7 8 9 10
11, 12 13 14- 15 15 1IF
18- 190 200 2l X 23 2%
-l A e |

[ |Today: 10-Oct-2013

I L e
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This report uses two parameters, Period Start and Period End to summarize the purchase

analysis data.

IDSNEE I SMART TECHNOLOGIES JAMAICA P
Meal Purchase Analysis by Value
Thu, August 1, 13 to Sat, August 31, 13
Category Meal Item Description Total Purchased Total Cost TotalVake
MEALS
MEAL MEDIIM 513 5149 820.00 170,940.00
MEAL LARGE 87 521,600.00 39,150.00
TOTAL MEALS ol SI7L42000 ZI.090.00
BREAKFAST
BREAKFAST 230 £33,150.00 34,500.00
TOTAL BREAKFAST 210 53515000 J4.500.00
MISCELLANEOUS
MISCITEM 157 522,930.00 25,410.00
LUNCH BOX SMALL 172 £1,580.00 1,790.00
LUMNCH BOX LARGE 51 S900.00 1,020.00
TOTAL MISCELANENLS 37 §25.410.00 2822000
SANDWICHES
SANDWICH & 76 511,250.00 11,400.00
SANDWICH C 30 £5,040.00 5,400.00
SANDWICH B 14 52,600.00 2,800.00
TOTAL SANDWITHES in 51889000 19.60000
DRINKS

Y #...\,,..4*-& r& M OO f ot massirsttins gt et Mﬂwmmmmn“ bt -
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4.8.6.11 Team Meal Tally Summary
This report shows a summary tally of all scans by employees for the select date period. A

total for each Work Team is grouped along with the list of Log Other Meals.
PARAMETERS
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HmnrtQ]tinns [ Meal Tally by Break Time Team Summary ]

Period Start Date |'le-.-5.|.|g-2|:|13 & |

Period End Date | 31-Aug-2013 W |

Sun Mon Tue Wed Thu Fri Sat

: : I T
2. 5 & F' B8 5 10
1¥. 12 13 14 15 16 IF
2 19 20 21 22 23 24
5 26 27 28 29 30

[ |Today: 10-Oct-2013
RS SN SRR S T R e

This report uses two parameters, Period Start Date and Period End Date to tally all scans

by Work Team for the selected dates.

e e SMART TECHNOLOGIES JAMAICA SR
Meal Tally by Break Time Team Summary
Thu, August 1, 13 to Sat, August31, 13

Employee Name Day # WorkDate BREAKFAST Ends 11AM LUNCHEnds 3PM  SUPPER > 3PM  Punch Count
MEAL BENEFIT STAFF 1,012
Tem porary 13

Total Punches 1,025
|Entr\rDa'Ise Name or Description Type Of Meal Mo. OfMeak Approve By

15-Aug-2013  Visitors Meals BREAKFASTRLUNCH 25 admin
TotalNumber of Other Meak 25

e —— "*"”F'Wﬂ""‘“' o e s ¥ i i e --“«..eun.'-._\__\‘_‘,.,ﬂ“..-&_ -L.f‘“‘m-ﬂ-w.wm ”ﬂA‘._-uh._L,-,\#...—_

4.8.7 Terminal Management Reports
The Terminal Management report menu group as all pre-defined reports associated with

all transactions on the Time Clocks and registered employees.
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Reports Help

SMART Custom Report Wizard

Employes Lisking (Ackive)
Employee Lisking (Inackive)
Employes Lisking by Team

Employvess By Lacation

Meal Management 3

Terminal Activity Lag ~ Terminal Management 3

Terminal Card Reqgister —l’%
Terminal Lisking
Terminal User Register

IUn - Saved Time Records

4.8.7.1 Terminal Activity Log
This report shows a history of time loading procedures. Since the time data is stored on

the Time Clocks, the server as set intervals define in the Terminal Actions section auto

loads this information.

PARAMETERS
Report Options [ Terminal Activity Log ]
Terminal [ner canteevciock
Period Start l01-Oct-2013 v
Period End [31-0ct-2u13 ;u

e i D I Ny, it

This report can be filtered by selecting a date period and one or all time clocks installed

by their name.
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bl SMART TECHNOLOGIES JAMAICA e
Terminal Activity Log
Wed, October 11, 00 to Fri, October 11, 13
Mdch. Ne Terminal LP. Address PortNo. ComMo. DataRate LP. Conng
1 INGI CANTEBM CLOCK 172.304.30 4370 i 115200 Yes
Log Entry Date & Tme UserloggedIn Computer Name
AUTO: 17:05:07 30-Jul Connected to INGI CANTEEN CLOCK : 172,30.4.30 Port : 4370 30-Jul-2013 5:05:07FM & dmin NEMAPPSO1
R 30-Jul-2013 5:05:07PM Admin NEMAPPII1
P G CHL N Read Dieant 30-Jul-2013 5:05:07PM Admin NEMAPPII1
AUTO: 17:05:08 30-Jul Disconnectad from JNGI CANTEEN QLOCK : 172.30.4.30 Port : 4370 30-Jul-2013 5:05:08FM A dmin NEMAPPSI1
AUTO: 07:05:07 31-Jul Connacred to INGI CANTEEN CLOCK @ 172.30.4.30 Port : 4370 31-Jul-2013 7:05:07AM A dmin NEMAFESI
AUTO: 07:05:08 31-Jul Disconnectad from JNGI CANTEEN QLOCK : 172.30.4.30 Port : 4370 31-Jul-2013 7:05:084M Admin NEMAPPSI1
AUTO: 07:05:08 31-Jul Preparing to read data... 31-Jul-2013 7:05:08AM Admin NEMAPPSI
ARG 6:08 B R Recid O yeconds 31-Jul-2013 7:05:08AM Admin NEMAPPSI1
AUTO: 07:15:08 31-Jul Connected to JNGI CANTEEN CLOCK @ 172.30.4.30 Port : 4370 31-Jul-2013 7:15:08AM Admin NEMAPPS1

4.8.7.2 Terminal Card Register
This report give a record of all employees registered on a Time Clock with their access/
proxy card numbers. This can be used for issuing or auditing purposes.

PARAMETERS

Report Options [ Terminal User Card Register ]

TEI‘ITIiI'IElI ::+::+: '_:||'||:|I.-'-.I F"" sk

v

Show Fingerprint Users Only? BOTH "

This report can be filtered by the name of the Time Clock and showing users that have
(or don't or both) fingerprints registered.

REPORT
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1008 0882 AN SMART TECHNOLOGIES JAMAICA Poge tofs
Terminal User Card Register

Mch. No Terminal 1.P. Address PortNo. ComMNo. DataRate 1P. Conne

1 INGICANTEEN CLOCK 172.30.4.30 4370 1 115200 Yes
Enroll No. Registered User User Privilege Card Number Is Active
O 2 Adams,Stephanie - 640 Fegular User 14511280 Yes
O 3 AFFLICK, EVERTON -1 Reqular User 14493120 Yes
O 4 ALLENM, MARIA -625 Fegular User 14500384 Yes
O 5  ANDERSON,CRAIG-3%8 Reqular User 14524505 Yes
O &  ANDERSON,RAYON -262 Reqular User 14505053 Yes
O 7 ASHLEY,LESLIE- 453 Reqular User 14523336 Yes
O 8  BAILEY,CAMILLE-1006 Regular User 14523348 Yes
O 9 BAILEY, STACY-ANN -470 Regular User 14506041 Yes
O 10 BARRETT,DEZREEN - 641 Reqular User 14499239 Yes
O 11 BARRETT,RACQUEL-741 Reqular User 14505200 Yes
O 12 BAXTER,ANN-MARIE-7 Regular User 14510312 Yes
O 13 BECKY, SHARIKA-498 Reqular User 14510883 Yes
O 14  BEEPUT,KEVERN-638 Reqular User 14510562 Yes
Fopaaatiteds @b BTI a5 o A REMIAMIN DAMIN - SEL o o cpsemen mBenudasbion. S BANRSA o esimfhan g @t dirmel

4.8.7.3 Terminal Listing
This report shows a list of all Time Clocks installed and related configuration information.
PARAMETERS

There are no parameters for this report.

REPORT
25-Sep-2011  09:06 AM Page 1 of 1
SMART TECHNOLOGIES JAMAICA
Terminal Listing
Mch No. Terminal LP. Address Port No. Com Mo, DataRate LP. Conne
1 JNGICAMTEEM CLOCK 17230430 4370 1 115200 s

IR WRPD WY RTINS N N e LR LN S W SR R S
4.8.7.4 Terminal User Register
This report give a record of all employees registered on a Time Clock and their the status
of their fingerprint registration. This can be used for issuing or auditing purposes to see
how has not yet been enrolled.

PARAMETERS
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Report Options [ Terminal User Fingerprint/PIN Register ]
Terminal T |
Show Fingerprint Users Only? iBOTH :,.
e, . e x___w#hq-—ﬁﬁw~-~_.}.,_ P 2 S
This report can be filtered by the name of the Time Clock and showing users that have
(or don't or both) fingerprints registered.
REPORT
TGS AR SMART TECHNOLOGIES JAMAICA PR
Terminal User Fingerprint/PIN Register
Mch. No Terminal LP. Address PortNo. ComMNo. DataRate LP. Connect
1 INGICANTEEN CLOCK 172.30.4.30 4370 1 115200 Yes
Enroll No. Registered User User Privilege Has PIN? FingerEnrolled 7 Active ?
O 2 Adams,Stephanie - 740 Regular User No Mo Yes
D 3 AFFLICK, EVERTON-1 Regular User No No Yes
O 4 ALLEN, MARIA-525 Regular User No No Yes
|:| 5 ANDERSON, CRAIG -398 Regular User No No Yes
D [ ANDERSON, RAYOM - 262 Regular User No No Yes
D 7 ASHLEY, LESLIE-453 Reqular User No No Yes
O §  BAILEY,CAMILLE-1006 Reqgular User No No Yes
O g BAILEY, STACY-ANN -470 Regular User No No Yes
|:| 10 BARRETT, DEZREEN - 641 Regular User No No Yes
O 11 BARRETT, RACQUEL -741 Regular User No No Yeg
D 12 BAXTER, ANMN-MARIE-7 Regular User No Mo Yes
|:| 13 BECKY, SHARIKA-498 Regular User No No Yes
D 14 BEEPUT, KEVERN -699 Regular User No No Yesg
g AR o i s PENIAMTM RN TG, gt i e R AR B - s g DU et st o B AR B
4.8.7.5 Un-Saved Time Records

This report shows the Enroll Numbers and time data for unregistered scans. These scans
were made but no associated employee record found in the database. Often times when
the manual registration is done errors are made with the enroll numbers which causes

this problem. The administrator of the system can fix this problem.
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4.8.8

4.8.8.1

4.8.8.2

4.8.8.3

4.8.8.4

4.8.8.5

4.8.9

4.8.9.1

PARAMETERS

This report has no parameters.

REPORT

11-0ct-2013 : Pagelof1
DE:51PM SMART TECHNOLOGIES JAMAICA g
Terminal Un-Saved Time Records
Mdch. No. Termmnal LP. Address Port Mo. Com NMNo. DataRate LP. Conne
1 JINGICANTEEN CLOCK 172.30.4.30 4370 1 115200 Yes
Enroll No. Punch Date Punch Time Accessed by User
1 31-Jul-2013 2:33:00PM canteenl
1 31-Jul-2013 2:38:00 PM canteenl
23 02-Aug-2013 7:57:00 AM dpryce

e B N gl b A A ge amb. i R s ate B it B i

Time Management Reports

Attendance Log Balances

Enter topic text here.

Employee Daily Time Sheet

Enter topic text here.

Employee Punch Time Log

Enter topic text here.

Leave Applicatin Form

Enter topic text here.

Punctaulity Ratio Measure

Enter topic text here.

Rostering Reports

Enter topic text here.

Employee Master Schedule (Daily)

Enter topic text here.
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4.8.9.2 Employee Monthly Calendar

Enter topic text here.
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5 Reference & Support

To get further assistance for issues not covered by this users manual, please visit the
following address:

www.smarttechjm.com, click support and browse our help desk.

www.smarttechjm.com ‘hnologies
Swanter Business Solutions For Swarlen People.

Customer Help Desk Interface

SMART Technologies Online Help Desk Support » Customer Help Desk Interface

Ask a question: | ‘ Search Help

il

- Submit a ticket :9‘ View existing ticket
Submit a new issue to a department @ View tickets you submitted in the past

Knowledgebase

» Top Knowledgebase articles: Views
How to chanae time clock network settings 3
#» Latest Knowledgebase articles: Date added
How to chanae time clock network settings 2013-07-16 19:53:39

» View entire Knowledgebase
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