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DIGI-PUNCHER\



INTRODUCTION I

The DigiPuncher system, is a programming in Microsoft Access, that consists in
three databases: the users interface, a temporary database with temporary and static
tables, and a database that contains logs, weekly, bi-weekly, bi-monthly and monthly
summaries.

DigiPuncher main purpose is to storage and compute employees’ worked hours
and the integration with the payroll system. The employees’ logs are captured using
biometric units such as Vstation or HandPunch. They are stored and proccesed by
DigiPuncher. After being procesed, the logs are summarized by weeks depending on the
company pay schedule, the summary is then added as input to the payroll

The system is also used to add Vacation, Sickness or other types of employees’
absenteeism information. Also, it maintains current Vacation and Sickness balances.
The system allows to export this information to different formats such as text,
spreadsheets or databases.

Through this guide we will present each function and process to execute correctly

the data that will be used later in the payroll process.



INSTALLATION I

The DigiPuncher installation is executed by running the program setup.exe
contained in the program CD. The directory where the istallation is made, is normally C:
Files. In that directory, is stored the system files such as DigiPuncher.mdb,
DigiPuncherData.mdb, DigiPuncherDataPunches.mdb. The installation creates a
group in the Programs Menu, where DigiPuncher, Repair Program, Repair Data, and
Repair Data Registers are.

The option DigiPuncher is used to run the program. The remaining repairing

options are used in case of data corruption or to compact files.

System Installation (First Run)

The first time DigiPuncher is executed, the first thing that appears on screen is
the access window where the user writes a “username” and “password”. To access the

system as an Administrator, use the following information:

User Name: DigiPuncher Admin

Password: SantosComp

Quickly, it appears on screen a window to register the program with Santos
Computer & Services, Inc. Please call us, and do not forget to supply the access code
that the system provides in order to obtain the registration number. Once the number is
received, you would have access to the system.

Once the user is in the Main Window, he/she has to access the Configuration
menu, and select “Administrator”, then “Release Update”. This process will erase any
unwanted data, and will allow the users to start from scratch with the Configuration.

When finished with the updates, a new username and password can be created.



MAIN MENU I

Once the program is installed, it will access the program’s Main Menu (Figure

1.1). It is composed by:

1.

Menu Bar - like most application programs, DigiPuncher has a menu bar and it is
composed by: Processes, Employees, Utilities, Configuration, Windows, Help, and
About DigiPuncher. The components of this menus will be explained in detail
throughout the guide.

Employees - this process is for employees’ file maintenance. Here you can add, edit
or delete employee records.

Logs File - it allows the user to see the logs file of certain employee(s).

Daily Logs Process - it allows the user to see and manage the company’s employees
daily logs.

Weekly Summary - unfolds weekly logs and calculations of the employee.

Figure 1.1 - Main Menu
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Bi-Weekly Summary - has the same functions as Weekly Summary with the
difference that it unfolds to bi-weekly totals.

Semi-Monthly Summary - shows Semi-Monthly totals with worked hours for each
employee.

Monthly Summary - allows the user to create a monthly report with worked hours,
vacation and sickness for each employee.

Absenteeism History - shows an absenteeism report for a selected employee, for a
selected period.

Vacation & Sickness Acummulation - allows the user to see vacation and sickness

accumulated quantities, for each employee.

. Holidays - it’s used to create a file of observed holidays for an entire year, for each

company.

Schedules - allows the user to create work schedules for the company, the number of
schedules is unlimited.

Logs Changes Report - allows the user to see and print reports concerning changes
made to employees’ logs.

Change Password - allows the user to modify and change any aspect of the
passwords that have been registered. Only those users with Administrator access can
make changes to these files.

Delete Records - this process will make a copy of the logs database in a new quarter
database, and will delete the records for that quarter from the logs database.
Veriprint Control - access the Veriprint unit configuration, it has various functions
that are like those in the VeriAdmin program, that are used for the Vstation units.
V-Station Control - unfolds a list of transactions made in the Vstation unit for a
selected period.

HandPunch Control - allows to collect HandPunch units transactions and unfolds a
list that shows those transactions.

Configuration - provide the users those fields to create the system’s configuration.
Connect Database - it’s used to connect to another database, it can be in another
computer, directory or back-up.

System Log - creates a list of users that have accessed the program and the activities

made in each connection.



22. Connected Data - shows the name of the Company being accessed by DigiPuncher.
23. User - shows the name of the user that is connected.

24. Exit - click the button to exit the program.

Basic Navegation Controls

The following controls in Figures 7.2, 1.3 y 1.4, are repeated in most of the
program. The table or file (Figure 1.3) contains the records or data that have been stored,
it allows the continued visual verification for the data. At the bottom of the table we can
see where we are located and the total of records contained. The navegation controls
allow the users to move in a simple way, through the table or file, also, it allows to

execute basic actions like add, edit or delete records (data), with only the mouse’s left

button.

Figure 1.2 - Navegation Controls

Ml a]r [p]al+]|=]

J \— Delete Record

First Record

Previous Record

Next Record __  AddRecord
Last Record Edit Record
. .
Figure 1.3 - Tables or Files
=] Lista de Empleados B S|
Empl Nombie | nicial | Apellidos [ | Clase [Departamen| Decreto | Horario
] 1 Manuel | Gonzalez |583-05-5555 |Hourly | Administraci Decrato "Regular
| | | 2| Revad | (Ahdulrahman Pabdn | 583-55-5555 | Hourly Administraciy Decreto | Regular
| | Idaliz | Rodriguez Traverso | 588-05-5555  Hourly Administracii Decreto Early Bird Records
S 1 t d | | 2| Jose R | Bantos Lopez 584-25-5555 | Hourly Administracih Decreto | Early Bird
clecte Hiobhan Vilez Vega 584-03-5555  Hourly Administracii Decreto Regular
Record
Indicator
.
Fields
Status Bar
|_ Record: 14| < || 1 _» | ¥l v] of 5 (Fibsred) 4

J L Total Records

Cursor Position
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Preview the report on screen. ﬁ Forms can be activated or data search
processes.

% Prints the reports shown on screen. E The calendar is activated, useful in choosing
dates or periods when required.

i@ The magnifier activates other forms that shows
more specified details.

Figure 1.4 - Tools

USERS SECURITY MANAGEMENT I

The screen on Figure 2.1, allows the system’s administrator to define users and
assign them to each one of the groups. Users can also be eliminated and specify to which
functions he/she will have access. The form shows four lists and four buttons, that the
administrator can use to control and edit users in the system.

The lists shown at the top of the Users Management windows are the following:

e All Users - this list shows the names of all the DigiPuncher system users. The
system includes the user “DigiPuncherAdmin” that is the system’s Administrator.

e Groups - this list shows the groups available in the security system. The groups
are the following:

1. Administrators - they can execute any option in the System.

2. Operators - they can manage the system except manage users in DigiPuncher.

3. Others - they can see information but they can’t make changes in the system.

These two lists presented at the top of the form, are used to show users by group.

If a group is selected, then it shows all the users that it belongs to that particular group.

The buttons are the following:

e Add User (Figure 2.2) - allows the administrator to create new users that can
access the system.
o Delete User - to delete a user, select the user in the list “All Users” and then click

the button “Delete User”. If all users are eliminated, there will be no access to

the program.

11
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B Manejo de Seguridad de Usuarios

Tados los Usuarios Grupoz

Billy j Adminiztrators
Buck Operators
DigiPunchertdmin - Others

Figure 2.1

Afiade Usuario

Elimina Uzuario

Segundad Avanzada

E xit

Jenny

b arel

Peter

Reyad LJ

Grupos Uzuarios

Adrniristrators Billy
Buck

(thers Jenmy

Figure 2.2 - through this window, the
administrator can add each authorized user
to access the system.

B Anade Lsuario

X

Mombre

Contrazefia |
Werifica Contrasefia |

Grupos a que Pertenece

Operators
Others

W Ok | XCagcel|

Assign a Group - to assign a group to a user, first the user has to be selected

from the “All Users” list, and then select the group from the “Group List”. More

than one group can be selected by pressing the CTRL key. Then press the

“Assign Group” to finish the modification.

Advanced Security - through this button, the administrator can select those tasks

that can be restricted to certain user. Through the windows in Figure 2.3, the

administrator can grant access priviledges to each user, according to the desired

level. As we can see in the figure, the administrator can select specific tasks

within each security field.



Figure 203

User: [Danna Ermpl: ] . - if the administrator
cocesar Sistema P

Click to Select &iccess DigiPuncher haven’t s?leCted

Editar Razones de SAusentizmo -~ {Configurar Sistema | any flll’lCthl’l, the

Fazones de Ausentizmo DB DChEL... user will have

Definician de Campos de A0DP

Drefinicidn de Archivo para Exportar A5 C1H el

Emploatios unlimited access.

E ditar Ciudad -
Ciudades Ausentizmo de
Configuracion Empleados
Conectar Datos bl anejar Registros
Crear Baze de D atoz de Registroz Trmestral de Empleados

Editar Departamentos
Departamentos

Exportar Totales Semanalesz a aDP E ; 0 0
Dia Feriadao =portar e lmporkar

Dias Feriados InffEime e
“er Log del Siztema

Witdcora del Sisterna

Cambioz en Registros

Transfenr Regiztroz a Baze de Datos Trimestral

kd anejar T otales de
Empleados

Form Descriptior

b ansin de Samridad de | ooarine %
< >
Ok | UserFormSecurity : Form EJ
Uszer: |Danna Erpl: 53

coesar Sistema |
RigiPuncher.....:
Configurar Sistema
DrigiPuncher

Informacion de
Empleados

Click to Select Access

Figure 2.4 -
if the administrator selects
any specific function, and
. Auzentizmo de
leave the others in blank, Empleados
the users will not have Cambiar Numero de Empleads P anejar Registros
access to those functions Editar Informacian del Empleado de Empleados

, Err!pleadns )
that haven’t been selected Editar Supervizor
Supervisares
Acumulacion Mensual de Y acaciones v Enfermedad

Calendario Azistencia Anual

tanejar Tatales de
Ermpleados

E =partar e lmportar
Infarmacion

Faorm Dezcriptior

ak Cancel Apply

It is importat that the administrator veri-

Seguridad del Usuario

fies the functions granted to the user, because if
.. . El usuario no tiene acceso a eska funcion!
the administrator forgets a function, the user
would not have access until the security is modi-

fied. When the system restricts a function, it will

Figure 2.5
appear on screen a figure like Figure 2.5
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Change Passwords

Figure 2.6 shows the form that
allows the user to change the password of
the user accessing the system DigiPuncher.
To access it the user must go to the Utilities
menu and select the option “Change
Password”. This form allows to change the

password of each one of the users.

¥ Cambia Contrasena

Momibre |Danna

Caontrazefia Anterior |"xx

xxxxxxx

Mueva Contrasefia |

xxxxxxx

Yerifica Contrazefia |

W Ok | Ixuii=imvt:vle|

Figure 2.6

In the window, it appears the name of the user who started the program. In the

“Old Password” field, write the actual password, in the “New Password” field, write

the new password and in the “Verify” field, re-write the new password.

Press the “Apply” button or the “OK” button to accept the new password, or

press “Cancel” to cancel any changes made. The password can contain a maximum of

14 characters.

CONFIGURATION I

Once the system has been updated, the next step is to establish the configuration

that the user will use. To access the Configuration menu (Figure 3.1), in the Menu Bar

choose “Configuration”, then select the “Configuration” sub-menu. The user can also

use the third icon (from right to left) that appears in the main window.

Once in the form, (Figure 3.1) there will be three fields: Headings, Configuration

and Other Options.

14



l Encabezamientos ] Configgracién] Otras Dpciones]
. Encabezados de loz informes de la Compafiia
Headings : —
Linea 1 | The Coqui Pioneer, Inc.
Linea 2 | Corporate’s Building Suite # 005
Linea 3 | Tel [555] BEE-5E70  Fax [555) BE8-5333
Titulos de Otraz Encabezamienta Campoz
Haoraz/Cantidades Mizcelaneos de Empleados
1. |PER 1. |Mcwil
2 |DIF 2. |Posicidn
3. |Bw 3. |Condiciores
4. |Otra 4. |Alergias
Figure 3.1
W Ok | X cancel |
Headings

In this section, the user can edit/add the heading information that will appear in

all reports generated by the program.

1.

Company Reports Headings - use the three fields to write the information that will
appear in the reports heading. In the first line, write the company’s name, in the
remaining lines, the address and telephone numbers can be added.

Other Hours/Quantities Titles - use the next four fields to establish the name for
aditional hours (or quantities) fields that the system will generate. The system had
the next types of hours pre-defined: Regular, Time Half, Double, Meal, 24 Hours and
7th Day Penalty, Holidays, Vacation, Sickness and Maternity. The four fields are
used to define hours or quantities, in addition to the predefined, that are managed

through the absenteeism system.

15



3. Miscellaneous Employee Fields Headings - use these four fields to define the title

for four miscellaneous fields in the employee file. It can be information like cellular

phone number, alergies or health condition, etc.

Configuration

The window showing in Figure 3.2, allows the user to define the following

system parameters:

1.

Language - allows to choose language between Spanish or English.

2. System Log - allows the user to establish if a system log will be maintain, and the

16

quantity of days that those activities will remain on record.

Select the Closest Schedule - this fields will define which schedule will be assing to
each work day; if it is by the schedule that is defined in the employe file, or the
closest by the first “in” log. Based on the schedule chosen for the work day, it can be
establish to which shift, the work day belongs. If the closest schedule is chosen, a
time lapse in minutes can be indicated to make the schedule selection. If based on
the employee log, a closest schedule can’t be located that starts between the time

lapse, then the schedule defined in the employee file is chosen.

Encabezamientos  Configuracidn ] Otraz Dpciones]

. ] » Configuration
Lenguaje Log del Sistema

WV Mantener Log del Sisterma

Diaz para mantener

el Log del Sistema 30

Usze zolo el horario azsignado o seleccione el horario mas cercano a
la hora de entrada.

WV Selecciona el horario mas cercana

45 Minutos antes de la hora de entrada
45 Minutos después de la hora de entrada

Sunday _~| Comienzo dela Semana
01-Jan-06 @ Camienza de la Bizemana

9 Cantidad méwima de horas entre reqistros para

conziderarla como parte de la jormada de

trabajo del dia
16 Maximo de horas labarable en un dia. (&) 16
haras]

15 Cantidad minima de minutoz para conziderar

un regiztro de entrada como Mup Temprano

_V/ 0k | Xcancel | Figure 3.2




4. Week Start - this field establish the week start day for the payroll process.

5. Bi-Week Start - establish the bi-week start day according to the payroll Period
Ending.

6. Maximum of Hours to Consider the Log as Part of the Work Day - this quantity
of hours is used to assign a log, the date of the previous log. If the difference in
hours between logs is greater that the one assigned, then the log is assign to the day
according to the date. The reason for this parameter is to used it when the work day
starts at night and finishes early the next day.

7. Maximum Labor Hours in a Day - it is used to regulate the hours that a employee
works in a shift and so that the system can identify irregular work days (Flexitime).

8. Minimum of Minutes to Consider an Early Log - this field is used to identify those
logs of employees that started too early. The log is compared with the employee
schedule, if the diference in minutes is equal or greater than the one establish in this

field, then the log is consider as too early

Other OptiOllS (see Figure 3.3)

1. Weekly Export File Name - in this field, is defined the name of the file used to
export the weekly totals using the “Weekly Totals Exportation” form.

2. Veriprint Options - the fields in this group, defines the parameters related to de
Veriprint unit.

3. Options to Export ADP - the fields in this group, define the paratmeters to export
weekly totals to the ADP System.

17



& Config

x]

| Encabezamientos] Configuracion  Otras Opcianes l

Other Options

Mombre Archivo Exparte Semanal |c:'\Week.th

Opciones del “Weriprint
™ Eliminar los Reaqistros del Yeriprint
™ Procesar salo los Registros del eriprint

M Mantener Registios con Erares [Mo Yerficadas, 1D imve
120 Dias para mantener los Errores en el archive

Opciones de Exportar de ADP

Diirechario [T

Marnbre Archive [&DP. et

CoCode ’f

Batch ID [ &

Exporta Automatica [

Mes a comenzar el calculo de vwacaciones | Jan-2008 B

Figure 3.3 " Ok | XCagcel|

CONNECT DATA I

The window in Figure 4.1 is used to connect data of the actual logs, quarter logs,
and the system general data.

The DigiPuncher system, developed in Microsoft Access, consists in three main
databases. The main database is called DigiPuncher.mdb and contains the programming
(front-end). The database DigiPuncherData.mdb contains the main system tables,
employees, configuration files, etc. The third database DigiPuncherDataPunches.mdb
contains actual employee logs, and daily, weekly, bi-weekly, and semi-monthly
summaries. Is possible in a LAN environment, to establish the location of the databases
in a server, while the programming is kept in one or more work stations. In this case, is
neccesary to indicate the program database, which is the location, and for that, the

following form is used.

18



In addition to the three main databases, other quarter databases that will have logs
and summaries information, can be created. These databases are created to maintain
manageable the size of the system tables. Through this option, the user can select the file
where the data processed by the program are stored or saved. The fields that this

window shows are the following (Figure 4.1):

& Conectar Datos . §| Figure 4.1

Trimesztres ‘ j b aruial

Dratoz Registroz

C:AProgram £3 Conectar
Filez\DigiPunchert.DigiPuncherD ataPunchesz.mdb J g

Otra Data ‘E:HF’rngram FilezDigiPuncher DigiPuncherD ata.mdb g Conectar

Conectar Tabla | Detalles

E wit

1. Quarters - this field allows to select from a quarter database list (the database that
contains the employees’ logs and summaries from a determined quarter). By
selecting an entry from the list, the information go to the Logs Data to connect the
tables. Once the tables are connected, the logs information for the quarter can be
examined through DigiPuncher. The Manual button can be used to browse the form
and create the quarter database manually. See the form “Create Quarter Logs
Database”. Another way to create the quarter database is with the Purge process.

2. Logs Data - this field shows and allows to specify the name of the database that
contains the employees’ logs and summaries (Figure 4.2).

3. Using the file button, the database file that contains the information can be selected.

19



Figure 4.2

N:\COMPANY\DigiPuncherDataPunches.mdb.

T— File Name [in this case it shows the

Hard Disk 41 T

Main Directory

logs address or location, if the user
were to connect the data,
DigiPuncherData.mdb has to be used
as the file name].

The “Connect” button can be used to connect the database and have access to the

information that shows. By pressing the “connect” button, the form that shows the

connection proccess appears (Figure 4.4).

4. Other Data - this field shows and allows to specify the name of the database that

contains the main tables for DigiPuncher. Using the “file” button (Figure 4.3) the

database file that contains the information can be selected. The “connect” button is

used to conect the database and to have access to the information. By pressing the

“connect” button, the form that shows the connection proccess will show on screen.

Select Digipuncher Other, Data.

Figure 4.3

: :

Look in: |@ DigiPuncher j ] 2k » Tools »
@Data
o
@setup
@DigiPuncherData.mdb
2 ’ = 2 |
e File name: vigiPuncherDiata. mdbl j [Z Select
Files of bype:  Microsoft Access(*.mdh;*.mde;*.mda;*. mdw) ﬂ Carcel |

20

Figure 4.4

_ BIE]E
Archivos

EmplT otalsBiwiesk Exit
ErmplT atalzSemit otk

EmplT otalzSemitonthd.zzum

ErnplT otalswf ek

Punch

Punches

PunchezChanges

Information

L] E Base de Datos Conectada 111
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ADMINISTRATOR I

In the Configuration Menu, there’s an Administrator section. In the
Administration option, there’s three options: Data Conversion, Release Update, and
Reset System. These three options are restricted to the Administrator, because if they’re
unsuitably used, the existing data can be damaged. We will describe briefly each

function in the Administrator submenu.

Data Conversion

Figure 5.1 shows the Data Conversion window. The fields are used by the
programmer to convert the data from a older to a new version. Each time that new
versions are made, the programmer will go to the Data Conversion option to compile the
stored information in diferent databases in the program, and then be able to adjust the
information to the modifications made to the new DigiPuncher version, or the version
that is been intalled.

In case that the DigiPuncher system is presenting data problems, do not attempt

to update it through the form, please contact the programmer to make the neccesary

adjustments.

B Conversion Form g@]g| Figure 5.1

Source Database: |C:\F'rogram Files\DigitimersD ata.mdb = Exit |
Destination D atabaze: |E:\Program Filez\DigiPuncher\DigiPuncher. mdb =

Pasts Enors & Import Data Inta
PathConfig Selected Tables
Funch

PunchezChanges " Eraze
SecurityFormBeport Destination
SecurityFormPeportF Group Table Data
SecurityFormBeportl ) ser Before Imparting
Securityll zerEmpl

SemikdonthPaySchedule

SustemS rririty A

Ativity Log
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Release Update

This function can be perform before the user starts to write the configuration
information, to be sure that all the system components are installed with the most recent
versions. To install the updates, all the buttons on the form must be pressed (Figure 5.2).
Once the proccess is completed, the system will automatically update all tables or

missing components.

Figure 5.2

A= Reset System

Change 7/7/2005 Add VacSickStarttth Field

Change 1/17/2006 Owertime Thlz 24 hrs
Change 4/7/2006 ‘week Recale unless the user wishes to abSOIlltelV erase

This button must not be used,

Change 4/418/2008 Delete OwtnT bl Prey Field all information data stored in the program.
Change 4/19/2008 &dd PrevDapLastPunch

Change B/ /2008 Add Hand Punch 1000 T ables

Chiahie 721 247000 i Eioch ERante Cotieni T abies their configuration, and the system’s main

This includes logs, employees with all

Change 1/23/2007 Add Division Table conﬁguration.
Change 4/8/2008 Add EmphweskRecalc Table
Change 4/9/2008 Add Indexes Punches Changes
Change 5/6/2008 Add Abzentism Mates

WORK SCHEDULES I

This option is in the menu bar, in the “Work Schedules” option that shows in the
submenu. Once the windows appear (Figure 6.1), the user can add, edit or delete different
schedules and identify schedules with a descriptive name.

Each schedule is identified with a name and it consists in seven records, one for
each day of the week, with the work day and it’s “in” and “out” hours. The form shows
the hours total for each schedule. To manage the list, use the edit, add and delete buttons.
1. Add Schedule - to add a work schedule, select the “edit” button that appears in the

window. Then an aditional window will appear (Figure 6.2) there the user can assign:
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Figure 6.1

E Horarios de Trabajo

@l@ a. Schedule Name - it will be
illeurlar;iru” Des-::l:i:rt‘:ai:f:zs = |TT':IrJ:|in| Fijo | Grupo  « idetified by this name.
e e g fum 1| b Description - this name will be
u ; ;’;gf:dumm 12 g E:Em used to identify the schedule
Emrd:a Lllel y o : DFL ENFM 7 ;IL‘ through DigiPuncher system. Use a

brief but descriptive name to make

Detalles del Horana

Dia | i | out | m2 | oOut2 |Horas
Sun
hon S00AM 12:00PM 1:00 PM 500 P
Tue S00AM 1200PM 1:00 PM 500 P
Wed 2:00AM 12:00PM 1:00PM 500 PM
Thu 2:00AM 12:00PM 1:00PM - 5:00 PM
Fri 200AM 12:00PM 1:00PM 500 PM
Sat

easier the schedule selection when

[+

a Employee is been created.
c. Shift — assing the shift where the
schedule belongs, if the Company

works with more than one shift.

d. Fixed Schedule — it’s used to

Record: 14 1 k| M|k¥E|of 7

determine lateness. If an employee

has a fixed schedule, the system will compare his/her logs with the fixed scchedule to
determine if he/she was late or on time. On the contrary, the program will compare
the log with all schedules within the group (that are not fixed) to have a conclution.

e. Group — is used to clasify schedules. Each schedule must be assign to a group,

otherwise the “fixed schedule”

. , ES Horario de Trabajo rz|
function won’t work. The user s s |
must establish the schedule Deseripcién  [Regular
. . Tumno 1 ™ Horario Fijo
groups according to their Grupo T —
similarities (Ex. Nurses Group, Hotas JAdmirisacién
Harario
Schedule 7-3, 3-11, and 11_7)_ Dia | In1 [ Outl [ 2 Out?2 |[Horas
| P sun -] 0.00
. Mon 500AM 1Z00PM  1.00PM  S00PM .00
f. Notes - here the user can write a | Tue BO0AM 1Z00PM 1.00PM  500PM  5.00
. .. wed B00AM 1Z00FM 1.00PM  500FPM  5.00
brief description for the selected | T BO0AM 1Z00PM  1.00PM  500PM .00
| BO0AM 1Z00PM 100PM  500PM  5.00
schedule. | sat 0.00
g. Day - with this field, the user
can choose the week day from Records 14 |[ 1 b | P[] of 7
the list (Mon, Tue, Wed, Thu, Ok | Xconcel|
. Figure 6.2
Fri, Sat, Sun). g

23



h. Inl, Outl, In2, Out2 - these fields are used to indicate the in and out times to a
specific work day. The time is written using the following format: hh:mm:ss
AM/PM wherw hh is the time, mm are the minutes, ss the seconds, and AM/PM
to indicate morning or afternoon. The user can also use the format hh:mm:nn
using military hours (0-24).

2. Edit Schedules — select the schedule and press the “edit” button. Another window
will show where you can make the neccesary adjustments to any field, following the
previous instructions.

3. Delete Schedules — to delete schedules, the user only has to select the wanted
schedule and press the “delete” button. Remember that once the schedule is deleted,

the data can’t be recovered and a new schedule must be created.

POLICIES I

To access the policies window, the user must go to the Configuration menu, and
then select “Policies”. The user must create a policy for each group of employees with
similarities according to the hours calculation. For example:

1. Employees that work 7.5 hours but their policy pays 8 hours (usually used in

hospitals).

2. Employees that accumulate vacation or sickness licenses with less hours

worked in the month, than stipulated by law.

3. Employees that work the meal time and the Meal penalty isn’t calculated by

the policy.

4. Employees with Fixed Schedule.

The system has as default the policy for Law 180, that stipulates that those
employees that in the current month, worked more than 115 hours, accumulate 15 days a
year of vacation license and 10 days of sickness license. Their week consists in 40

regular hours with a work day of 8 hours.
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Figure 7.1 shows a list of
defined policies in the system. It is
neccesary to have al least one policy
configured in the system, and each
employee must have one policy
assigned to them. The form has
edition buttons that have been
presented throughout the manual. A

list with the configured policies can be

B Decretos

-l +]|= Dicretos E@I
Hum.De  Hombre | Descripeidn

[ 1 Decreto 1 Drefault

Record: 14 1 4] of 1

Figure 7.1

obtained with the “print” button located at the top of the form.

Add Policies

Once in the Policies main window, press the add button, this will take the user to

the policy configuration form (Figure 7.2). It is important to fill the Name and

Description fields, because they are required by the system. In the “Calculation” tab, the

user can establish which penalties apply to that policy, and what type of hours will be

considered for the hours worked total. The user can also specify the special deals like

hours or minutes rounding worked by the employee.

Example:

1. Rounding to quarts of hours, but that the first minutes, up to 10
minutes, it rounds to quart of an hour back. Then after the ninth
minute, it rounds to the next nearest quart of hour. This means that
35 minutes will round to 30; and 42 mintues will round to 45.

Next a description of each one of the fields that will appear in the calculation

window:

1. Calculate Time Half Hours - this field specify if time half hours will be

calculated to the employees assigned to the policy. Usually those hours

worked in excess of a work day are consider time half as far as the total of

hours work in the week do not exceed 40 hours.
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2. Calculate Double Hours - this field indicates if double hours will be
calculated to those employees assigned to the policy. Usually, only worked
hours that exceed 40 hours a week, are considered double hours.

3. Calculate all Time Half as Double - with this option the user can force the
system to consider all extra time as double, time half hours aren’t calculated.

4. Calculate 5™ Hour Penalty - indicates if the employee classifies for the S5th
hour penalty. The 5th hour penalty establishes that an employee cannot work
more than 5 hours without taking a lunch break.

5. Calculates Meal Penalty - this field indicates if the meal penalty will be
calculated. Establishes that the employe have 1 meal hour and if that meal
hour is reduced, this reduction must be paid. A maximum of 1 hour will be
paid.

6. Calculates 24 Hours Penalty - this field establishes if the 24 hour penalty
will be calculated. The 24 hours penalty establishes that in a 24 hours period,

B Decreto g|
Mum. Decreto 1 " Ok

Mombre Decreto |Deu:retu:u

X cancel
Dezcripoion |E$te ez el decreto de loz maestros —_

Calculos l Yacaciones v Enfermedad

Calcula H Ti b edi .
SRR e =R Haoraz Incluidas en el Campo del

Calcula Horaz Doble Total de Horas

v

v
Calcula Todo el Tiempo Estra como Doble M M Haoraz Fegulares y Extras
Calcula la Penalidad de la Sta Hora v W Haras de Dia Feriada
Calcula la Penalidad de Hora de Almuerzo v W Haraz de Vacaciones
Calcula la Penalidad de las 24 Horaz v W Haraz de Erfermedad
Calcula la Penalidad del Yo Dia v W Haras de Matemidad
Haoraz Regulares por Dia W M Personal
Haoraz Regulares por Semana IW ™ DIF
Arreglo Especial M ™ FL

[ Oto

Arreglo Especial Enfermeraz -
Redondeo de Registros en Minutos Ii'lﬁ
Mirutoz de gracia en la entrada y zalida de la jormada kir. Entrada kir. Salida
diaria | 1] | 1] | 1] | 1]

Figure 7.2
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the excess of 8 hours worked must be paid to the employee, including extra
time hours.

7. Calculates 7" Day Penalty - this field indicates if the 7th day penalty will be
caculated. If an employee works 7 days in a row, the 7th day will be paid
extra to that employee.

8. Daily Regular Hours - this fields indicates the duration of a work day.
Usually it consists in 8 worked hours in a day.

9. Weekly Regular Hours - this field establishes the duration of a work week.
Usually it consists in 40 worked hours in a week. This quantity of hours is
used to determine the calculation of time half, and double hours.

10. Special Deal - when selected, it allows to choose a fixed quantity of hours
worked. When this option is selected, the system will only calculate
established hours, and will not count the excess or lack of hours worked in real
time.

11. Nurses Special Deal - some institutions use hours adjustments to the nurses
personnel. This adjustment consists in rounding to 8 de quantity of hours
worked, only if the employee have worked a minimum of 7.5 hours.

12. Logs Rounding in Minutes - this field establishes to what minute interval the
logs will be rounded. This depends directly in how the worked hours are paid
to the employee. Usually, the employees paid for quarter of hours (15
minutes), meaning .25, .50, and .75 hours.

13. Downwards Minutes Rounding - calculates the time total and the fraction of
minutes that are left behind, it rounds to the next nearest quarter of hour. For
this calculation, the total of worked hours is analized.

14. Hours Included in the Total Hours Field - the fields in this group indicates
how the Total Hours field will be calculated. (Daily, Weekly, Bi-weekly, and
Semi-monthly). Note that the penalty fields aren’t included in the list, therefore
they won’t be in the total hours.

In the Vacation & Sickness tab (Figure 7.3), the user can establish the minimum

hours to accumulate licenses, monthly hours, and the limit of hours for sickness licenses.



Figure 7.3 '
g & Decreto PZ|
MHum. Decreto 1 " Ok
MHombre Decreto Decreto
o | X Cancel
Descripcion |Este ez el decreto de los maestros e
Calculos  “acaciones y Enfermedad l
120,00 Minimo de Horas para Acumular Horaz que cuentan como trabajadas para
Tiempo de Y acaciones la acumulacion de Yacaciones

. E nfermedad
120,00 Minimo de Horas para scumular

Tiempo de Enfermedad M Horas Regulares y Extra
E.E7  Acumulacion de Horas por M Horas Dia Feriado
Enfermedad Menzual ¥ Horas de Vacaciones
B.000.00  Limite de Acumulacidn de V¥ Horas de Enfermedad
Enfermedad (Horas) V¥ Haras de Matermidad
Acumulacidn de ' acaciones [ Personal
Menos de | Accum Dias | Hrs Mes 3
b | 5,989 30,00 20,00 -
* 0 0.00 0.00 FL
™ Ohe

Record: 14 1 kM| e¥E| ol

It also includes a table where the user can detach the accumulation of monthly
hours and days a year for an established period. This function is used when the company
grants different benefits according to the employee’s antiquity.

Example:

1. Employees with 1 to 3 years working in the company, will accumulate

15 days a year of vacation license, while those with 4 to 9 years will
accumulate 20.

Besides seeing the information on screen, the user can print each and one of the
configured policies for future references. Next a brief description for each one of the
fields that the form contains.

1. Minimum Hours to Accumulate Vacation Time - this field establishes the
minimum monthly hours worked so that the employee accumulates vacation
time. Those hours that count as worked are defined in this section.

2. Minimum Hours to Accumulate Sickness Time - this field establishes the
minimum monthly hours worked so that the employee accumulates sickness

time. Those hours that count as worked are defined in this section.
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3. Monthly Sickness Hours Accumulation - this field establishes how many
sickness hours does an employee accumulates monthly, and if he/she meet the
requirements of the minimum hours worked.

4. Sickness Accumulation Limit (Hours) - it’s used to establish an hour
accumulation top for sickness licenses. There are some companies that
establish that the employee won’t accumulate more than 60 days of sickness
license, reason why the program allows to establish that limit and when
reached, the program stops accumulating monthly hours for that license.

5. Vacation Accumulation - the table in Figure 7.3, defines how many monthly
vacation hours does an employee accumulates, if he/she meets the minimun
hours required. The table is organized by how many worked months does the
employee has in the company.

6. Hours that Count as Worked for Vacation & Sickness Accumulation -
this group establishes which hours count for the monthly hours worked

calculation. Only those marked will accumulate for the monthly total.

ABSENTEEISM REASONS I

To access the Absenteeism Reasons (Figure 8.1), the user must go to the
Configuration menu and choose said option. In the window will appear a list with the
absenteeism reasons predefined by the DigiPuncher system. It allows the user to change
the description according to his/her neccesities. This absenteeism hours will be
calculated as worked hours, meaning that it will calculate the corresponding payment for

each one. The program provides seven reason that will be included en the reports (the
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first three are predefined, the last four can be defined by the user). The hours predifined
by the system are:

1. Vacation

2. Sickness

3. Maternity

In the other options, the user can specify absenteeism reasons that can be adjusted
to their particular needs. Other reasons can be: FNL (Funeral), FL (Family Leave or
Family Emergency), and BW (Bad Weather) among others.

The user can use the edition buttons to manage the list and also use the print
buttons to obtain a print report for said options. The fields that will be find in the form
are:

1. Code - it must be between number 1 to 17. The program uses them as reference for
the list order.

2. Description - brief description for each one of the absenteeism reasons.

3. Short Code - name that will appear in all reports headings. It must be brief and

descriptive, for an easier reports reading.

B Razones de Ausentismo ['_ ||EI |r3_(| Figure 8.1 - Allows the user to
— | establish absenteeism hours that the
company pays.
al | =] Razones de Ausenlismo =
Codigo | Descripcion Codigo Cort
|| 1 [Macation | WAC
| | 2 | Sickness k=118
| 2 maternity MAT
| | 4 Personal |PER
| | & | Funeral |FRL
| | B Badeather B
7 Other OTR
| Birthdayinniversany
B Razones de Ausentismo rz
LCodigo 4
Fecard: 14 ] 4 J g M 1 ¥l af 8 Descripcion |F'ersona|
Codigo Texto ,F'eri
Figure 8.2 - Edit Absentecism Reasons 0k | Xcancel |
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DEPARTMENTS I

Figure 9.1
.. & Departamentos r._| —|
DigiPuncher allows the user to EEE
establish a list of departments by which is | «|+[=] Departamentos =]
Dept Departamento
divided the company. These departments | [*| 1 |Administration
|| Human Resources
are used throughout the system for || 3 |CustomerSenice
|| 4 Technical Support
grouping the employees. Each employee | — ¢ E;ﬂf;'ﬁ“””’Ma”“mt”””g
. . .. | | 7 |Punlic Relstions
must be assign to a department since it Will | 7 g |yadia- oraphics
| | @ |Editing
be use for the payroll process and for the | [T| 10 |marketing
I Finances -
reports. Record: 14| 4 T b M of1s

To access the list, the user must go to the Configuration menu, and choose the
Departments option. There he/she will find a window (Figure 9.1) where he/she can
add, edit, and delete departments. The window allows the user to assign a number to the
department (that will be used to it’s identification) and a name. The program also
allows the user to utilize the edition buttons to manage the department lists, and the print

buttons to obtain a list of those departments that have been assign for future reference.

CITIES I

Figure 10.1 shows a list of cities predefined in the system. To access the list,
the user must go to the Configuration menu and select Cities. This list is also use to
locate the home town for employees when their personal information is configured in
the system.

Use the edition buttons to manage the cities’ list, adding, editing or deleting

them. The print button will allow the user to obtain a printed list of the cities.

31



Figure 10.1 PEEN&{IT NS

al k] =] Ciudades
Ciudad Codigo Postal
| |Fortsmouth 00214
|| Pleasantville 00401
| [Holtswille a0&01
| [Holtswille nn&44
| |Adjuntas 00601
| P | Aguada 00602
| |Aguadilla 0o0s03
| |Rarmey oos04
| |Aguadilla 00a0&
Maricao 00606
| |Anasco nog10
Record: HI 4 ”—11 4 IH IHKI of 43296

HOLIDAYS I

To access the Holidays form, the user must go to the Configuration menu, then

select the Holidays option.

(Figure 11.1), it will have a button so that the user can generate the holidays.

Once there, a windows with the current year will appear

If the

“generate” button is pressed, another window will appear (Figure 11.2) where it will have

E Dias Feriados

afio[ 2008 x|
4| |

[E] +| =]

Fernadosz

Genera diaz feriados
por todo un afio

B &

Dia Feriado

Figure
11.1

Descripcion

Record: lil 4 II b irllbﬁri
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a Holidays’ list. There the user
can choose an individual day and
edit it according to the
company’s holiday policy.

In Figures 11.3 and 11.4,
are diferent edition windows for
If the user choose a
day as fixed,

Christmas (December 25) the

Holidays.
for example
holiday will always be in the
selected date no matter the day
of the week. When the box “All
Day” is checked, indicates that



B GenerateHolidaysMain : Form

the entire day (8 hours)
Ao [ 2008 4| » o ok . :
X Cancel counts as a holiday, if not
| | -
Aplica | Feriado | Dia | Descripcion | Medio Dia & CheCkeda Only 4 hOllI'S
ia 0M-Jan-08  Tue Afio Muevo [ .
| O 14-Jan-08  Mon Natalicio de Eugenio Maria de Hostos a will be assumed, Ol’lly
|| 21-Jan-08  Mon| Natalicio Martin Luther King O
|| O 18-Feb-08  Mon Dia de Los Presidentes (Matalicio de George YWashingtc O half a day Rotative
| 4d 22-Mar-08  Sat Dia de la ahalicidn de la Esclavitud a
21-Mar-05 Fri| “iernes Sarto O holi :
— 1da an 1t
| | | 21-&pr-03 hdon| Matalicio De Jozé de Diego v Preafirmacion de |dioma de O 0 d yS ¢ be ed ed’
| 4d 26-May-08)  Mon Dia de la Recordacion de los Muertos de la Guerra a f 1
] 30Dec-33  Sat Dia Independencia de EE LU = or cxXxample
| 21-Jul-0& Mo Natalicio De Lufs Mufioz Rivers O L. . .
|| 25-Jul-0 Fri| Dia cle la Constitucidn de Puetto Rico | Thanksglvmg which is
N 28-Jul-08  Man Natalicio de José Celso Barbosa
| 4d 01-Sep-05  Mon Dia del Trabsjo, Santiago Iglesia Pantin O the fourth Thursday for
| 13-0ct-08  Mon Descubrimisrto de América v Dia de la Raza a
| | O 11-Mov-08 Tue D|'a de Arm|s.t|c.|0 y Dia Del Weterano O the month OfNOVember.
| | | 19-Mov-0&  Wed Dia Descubrimiento de |
| 27-Mov-08  Thu| Dia che Accidn de Gracias a
| | 24-Dec-08  Wed Moche Buena
25-Dec-08 Thu Navickad i | .
Record: 14 | 1 [ of 21 Figure 11.2
B HolidaysObserved @ B HolidaysObserved @ .
| ] Figures
Descripcion M avidad Descripcion  |Dia de Accidn de Gracias
11.3-114
Se repite cada afio el Dec 25 Cuarto Jueves de Moviembre
E:zcoja Tipo m Fecha Feriada ]W E Escoja Tipo m
Seleccione el Dia  |Jueves =
Seleccione el mes  |Moviembre i
Aplica ¥ Medio Dia I Aplica M MedioDia T
" Ok X cancel W Ok X cancel

SUPERVISORS

The windows shown in Figure 12.1 and 12.2, allows the user to visualize the
supervisors list defined in the system, and it can be accessed by going to the Employees
menu and selecting the Supervisors option.

To add a supervisor, simply press the “add” button. The form ask for a number
for that supervisor (user preference) and the name of the supervisor.

To edit a supervisor name, simply select the record, and press the “edit” button.
The form will ask for the corresponding changes for that particular supervisor.

To delete a supervisor, simply press the “delete” button, and select the supervisor

from the list. Make sure it is the correct supervisor because the process is irreversible.
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This form, as the majority of the forms in DigiPuncher, also counts with different
buttons where the user can preview or print a list for the Supervisors, it may help for

future references.

I= Supervisores E]|E”z| Figure 12.1 -  Shows a list of all

Supervisors registered in the system.
& | E Supervisors El @

Sup.No. | Supervisor
id 1/ Jose Santos

2 Danna J. Smith

3 Juan Del Puehla Figure 12.2 - Through this box, the user

can edit or add names to the Supervisor
list.

B Supervisor,

Sup.Mo. I 1

Supervisar |J-:-sé R. Santos

Record: 14 4 | L A ok | Xcance |

SEMI-MONTHLY PAY SCHEDULES I

In the Processes menu, the user will find the option for Semi-Monthly schedules

(Figure 13.1) which will be used to list the records that will define the semi-months.
Each record will define the period in which the semi-month ends and the assumed days
calculated for each semi-month. The assumed days that will be counted as worked,
according to the employees’ schedules. The difference between assumed days and the
real worked hours in those days will be included in the next semi-month calculation.

e Semi-Month - date in which a semi-month period ends. Usually the day 15
and the last day of the month.

e Assumed Days - shows the dates, up to 6 days per semi-month, assumed as
worked.

The print button can be used to print a report shown in the windows screen. The

user can also use the mouse’s right button to filter the information.
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& Itinerario de Pago Quincenal

Itinerario de Pago Quincenal

e

B

Desde [ 0715ep05  m
Hasta [ F1Decls g

=]

Figure 13.1 - this
form is used to
edit or add Semi-
monthly
schedules.

Quincena | Periodo Deside | Periodo Hasta |Dias Asumidus| Asumic

a|+|=]

|| arsr2008 01-5ep-05
|| @r30/2004 16-5ep-05
| |10i15/2005 01-0ct-05
| |[10i312005 16-0ct-05
B (11182005 01-Mow-05

Record: 14 l 4 ” 5k I Kl II--#.-i of 5 (Filkered)

15-Sep-03
30-Sep-05
15-0ct-05)
31-0ct05
18-Moy-05

oogom

ETE

E Parametros de la Quincena [X|

Quincena [ 150cts B
Perinda Desde [ O1-0ct05 @
PeiiodoHasts [ 150ct05 M)

Diaz Asumnidos I~

Asuridos Desde[ 120ct05 @)

Figure 13.2

&sumidos Hasta I 15-0ct-05 EJ
W Ok l XCagcell

& ltinerario de Pago Quincenal

This form shows the
semi-monthly pay
schedule and the
paydates that will be
assumed by the system
according to the user
configuration.

Figure 13.3

Desde [ O15ep05 M@
Hasta [ 31Dec05 =

- | I —I Itinerario de Pago Quincenal -@l %

Quincena |Periodo De Periodo He[Dias Asum| Asumidos| Asumidos

 8/152005 | 01-Sep-05 15-Sep-05 13-Sep-05 15-Sep-05
|| 9ranr2006 | 16-Sep-05 30-Sep-05
| |10M5r2005] 01-0ct05 15-0ct-05
10/31/2005| 16-0ct05 31-Oct-05

12-0ck05 15-0ck05

OO0 ®OF

11/ 52005] 01-Mov-05 15-Mow-05

|

Recard: Hi 4 ” o{ i ibl Ibi@ii of 5 (Filkered)
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Assumed Days

In the Processes menu, the user can choose the Semi-Month schedules option to

add or edit parameters for the existing schedules. In Figure 13.3 we can appreciate the

window to manage semi-month schedules and assumed days (Figure 13.3).

Semi-Month - here the user can choose the semi-month which wants to be
edited or added. For example, if the user wants to add the Semi-Month
ending September 15, it must be specified in the Semi-Month box, the date
15-Sep-05.

Period From - in this field the user must specify the day when the semi-
month starts, following the same example the period will start in 01-Sep-05.

Period To - in this field the user must specify the day when the semi-month
ends, that will be 15-Sep-05.

The Assumed Days option if for specify those days which will be assumed as

worked for an employee. For example, the end day for the semi-month is 15-Sep,

considering that the payroll process will start a few days earlier from the paydate, it will

be assumed that the employee work for those days. The user has the option to choose if

he/she wants to assume days as worked or not.
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Assumed Days - check this box if the user want to assumed days as worked
for a semi-month.

Assumed From - choose the first day that will be assumed as worked to the
employee, for example 13-Sep-05.

Asummed To - choose the last day that will be assumed as worked to the
employee, following the same example 15-Sep-05.



EMPLOYEE FILES I

The window in Figure 16.1 shows a list of the company’s employees. It can be
accessed throught the Employee menu, by selecting the Employee option.

Through this form the user can examine the information of all registered
employees in the company. The status bar in the window, indicates how many employee
records have been created, and which one is been selected by the cursor. At the top of
the window there are several fields so that the user can filter the employee list. These

fields are the following:

e Class - this field shows only those employees that are Salary or Hourly. The
“reset” button can be used to see all employees regarding their class.

e Dept - after the user have established the different departments in the system
configuration, this field allows to filter the list to show only those records that
belong to a specific department. Select the department from the drop down list
and use the “reset” button to clean the selection to see all departments.

e Policy - each employee record has a policy assigned. The policy establishes
certain parameter for the calculation of the worked hours, as well as the Vacation
and Sickness accumulation.

e Schedule - each employee record has a work schedule assigned. The schedule
establishes their work days and the in and out time. This field is used to list those
employees with a particular schedule. A schedule is selected from the list to
show all records belonging to that schedule.

e Pay Period - the pay period (weekly, bi-weekly, semi-monthly) is used to show
those employes with the same pay period.

o Edit Employee - in this field the user can write the employee number and see or
edit his/her information. If the employee doesn’t exist, a window will appear
where the user can add the information for a new employee.

e Locate Employee - this field is used to locate from the registered records, a

certain employee by name or number.
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EBX

Clase |Hourly - ﬂ Decreto Temporary hd ﬂ E ditar Empleado
Div  |Main Division = ﬂ Horario - ﬂ Localiza Empleado
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FYR I Lista de Empleados -@ é

Empl | Nombre [Inicial| Apellidos | SSNum [ Clase | Division [Departamen| Decreto Horari = |
| | 132 Moe Action f55-55-0032  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
| | 136 Daffy Dill f55-55-0036  Hourly Main Division Production- | Temporary | 72304 - 4:00F
| | 138|Dan D. Lion f55-55-0038  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
|| 138 Mark Up f55-55-0039  Hourly Main Division Production- | Temporary 730A- 4:00F
|| 140 Mark Do f55-55-0040  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
|| 141 Grady Ent f55-55-0041  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 143|Dick Enz f55-55-0043  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 144/ Clinton Thereyes 555-55-0044 | Hourly Main Division Production- | Temporary | 7:30A- 4:00F
L 146| Barry Special f559-55-0046  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
|| 147|victor lus f55-55-0047  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | T48|Envya Marcos f559-55-0048  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
|| 181 Emrmy Ment f559-55-0051  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
| | 152|Lee Derhosen 558-55-0052  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 145|Dennis Dennan f55-55-0055  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 146|Dan Diruff f559-55-0056  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 147|Dan Difing A559-55-0057  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | 148/ Holden Thehag f559-55-0058  Hourly Main Division Production- | Temporary | 7:00A- 4:00F
| | 148|Hans hil. Prince f559-55-0059  Hourly Main Division Production- | Temporary | 7:30A- 4:00F
| | TET| May Denvoyage 555-65-0061  Hourly Main Division | Production- | Temporary | 7:30A- 4:00F
Record: 14| 4| o _» |l of 87 (Fitered) 4 4»[_‘

Figure 16.1

e Next - this button is used to find the next ocurrence of those

established in the “Locate Employee” field from the employee list.

characters

e Photo - in this field the user can add an employee photo. To use this field, the

user must first add a digital photo to the employee file.

The edition buttons are used to edit certain employee from the list, add new ones

or delete a record. In case of deleting, the system allows only to delete record of those

employees that do not have related information like Weekly or Monthly totals.

The preview and print buttons, allows the user to see the information on screen or

to print the list. In addition, the user can filter the information from the list by pressing

the mouse’s right button.

Add Employees

The window in Figure 16.2 shows the form that is used to add or edit employees’

information. To access the form, the user must go to the Employee option in the menu
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bar or the first icon in the tools bar. Once in the employee record, the user must press the

“add” button to add new employees.

The form consists in four sections to define the employee’s information. It is

important that the user fills this sections, that way he/she will assure the program’s

adequate operation, since the information supplied in this section is used in many

sections throughout the system. The four sections are the following:

Required Fields

This section contains all the required fields to create an employee record. If the

user omits any of the fields required, the program won’t allow the user to close the

window or to create the employee. The required fields are the following:

1.

Empl - establishes the employee number. The employee number will distinguish
every employee record. The system won’t allow more than two employees with
the same number. The same assigned number can be used in the biometric unit as
well.

First Name - in this field the user must write the employee’s first name. Ex:
John, Peter, etc.

Initial - if the employee has an initial, it will be written in this field, otherwise it
can be left in blank.

Last Name - in this field the user must write the last name of the employee been
created, identically as it appears in the Social Security card.

Social Sec - the employee’s social security number must be written identically as
it appears in the Social Security card, the user must make sure that it is the correct
number.

Department - select from the department list, the department to which it has
been assign. If there is no predefined departments, the user won’t be able to
create the employee. Use the F4 key to show in this field a maximum of 8
departments to select.

Class - select the employee class, between Hourly or Salary.

Policy - select the policy that will be assign to the employee been created. This
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Required Fields
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Horario Trabajo |?:3U.-’-\ - 4:00P WD j
Activo? lm
Labor Code Dirzct =
Frecuencia Pago W &zigha Fato | Barra Fiato |

" Ok | X cancel |
Figure 16.2

field is required, like the department. If there is no policy created, the user won’t

be able to create the employee.

9. Work Schedule - select the work schedule assigned to the employee. If there is

no work schedules created, the user won’t be able to create the employee.

10. Active? - select the employee status, between Active or Inactive.

11. Labor Code - select the labor code for the employee. Select between Direct

Labor, Indirect Labor or Overhead.

specifications, select Direct Labor.

If the company does not use this

12. Pay Period - select the pay period that the company will use for that employee.

Select between Weekly, Bi-weekly, and Semi-monthly.

Addresses and Telephones

The window in Figure 16.3 contains none required information when an

employee is been created, but the information can be useful when identifying or locating

an employee. This tab adds the employee’s personal information. The fields are:
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Postal Address - this field is for the employee’s postal address.

Residential Address - this field is for the employee’s residential address.

City - write the city or choose from the cities list. When a city is selected, the
system completes the zip code field.

States - write the state initials.

Zip Code - write the Zip Code, in case it’s a different zipcode from the
predifined to the city.

Home Phone Number - write the main telephone number for the employee
Work Phone Number - write the office or work telephone number for the
employee

Date of Birth - write the employee’s birth date.

Note: In this section there are four fields that are defined in the Configuration file; make
sure to complete these fields before adding employees to the system.

Dates and Options

The window in Figure 16.4, the user can define various dates and options that

will affect in the weekly hours, vacations and sickness calculation. The user must be

sure that the information written in those fields is accurate, to avoid calculation errors in

other forms. The fields are:

1.

Hire Date - the user must write in this field the date when the employee started
working for the company.

Termination Date - write the date when the employee ended working for the
company, whether the employee quited or if he/she was fired.

Reason - write the reason for terminating the job.

Return Date - this field is in case the employee has worked before for the
company, the return date can be written.

Last Work Day - the user must write the last day worked by the employee.
Supervisor - select the supervisor from the list.

Apply Holidays - this field indicates if holidays will apply to the particular
employee. The effect in this indicator is the following: if holidays apply, and the
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Figure 16.3

employee didn’t worked in a holiday, and the holiday falls under the employee
work day, the record for that day will have 8 holiday hours. If holidays don’t

Addresses and Telephones 4——|

| Editar Informacion del Empleado

Fechas y Opciones ]
Campos Reguendos

Otra Informacicn
Direccidn y Teléfonos

Direceion Postal |HE 001 Box 01

Direccion Residencial |First Street #1

Empl 166
Dept  [Qualty Control ]
Nombre [Apil Shawers

S5SNum |555-55-0066

Borra Foto |

Azigha Fota |

Ciudad |Aguada =]
Estado PR -
Codigo Poztal |UDBUE j Zi|:-+4|
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Teléfono Celular ’W
Fecha Macimiznto IW
el il [(787) 595-0011
Pasicion [Product Auditor
Condiciones |High Blood Pressure
Alergias [&spitin
" Ok | X cancel |

apply and the employee didn’t worked that day it counts as absenteeism.

8. Meal 1 Period - the user must specify in this field, the quantity of minutes that
the employee has for meal. If the field is blank, equals to the time establishes by

law which is one hour. The quantity is entered in minutes.

9. Apply Meal 2 Period - the user must check this box if the work day for the

employee includes two meal periods.

10. Meal 2 Period - the user must write the quantity of minutes for the second meal

period. Ifthe field is blank, an hour will be assumed.

Other Information

The window in Figure 16.5, allows the user to see other fields with the employee

information. The fields on screen are the following:

1. Employee Number - establishes the employee number. The employee number

will distinguish every employee record. The system won’t allow more than two

employees with the same number.
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2. Card Number - in case the employee has an ID card, with a different employee
number, the user must write that number in this field.

3. Photo File - this field contains the photo file name and directory for the selected
employee. The photo formats that can be shown in the system are: BMP, GIF,
JPG.

4. Vacation & Sickness - this fields manage the inclusion or exclusion of
employees in the monthly vacation and sickness accumulation.

5. Accumulates? - the field indicates if the employee will accumulate vacation and
sickness.

6. Initial Balance - this balance is used as an initial balance in the vacation and
sickness accumulation process. The accumulation procces tries to locate, for a
month, the final balance for the previous month. If there is no record from the
previous month, the system then searches the employee file and obtains the
balance as if it were the final balance from the previous month. When the system
is been used for the first time, the user must determine if the employees will start
to accumulate vacation and sickness or if previous balances will be added in the

system.
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7. Actual Balance - in this field the user will find vacation and sickness balances
corresponding to the previous month. The information in this field is generated
automatically by the system, according to the hours accumulated by the time logs.

8. The “Assign Photo” and “Delete Photo” are used to assign the photo file

corresponding to the employee, or to delete the photo file stored in the system.

Other Information

& Editar Informacidn del Empleado

Campos Requeridos ] Pireccion y Teléfonos ]
Fechas y Opciones Otra Informacidn

Empl 159
Nurnero Empleads 153 Dept |Production - Manufactulinﬂ
Miimero Tarista 55 Nombre |Hans M. Prince

S55Num |555-55-0059
Archivo de Fota |E: WDocurients and SettingshAdministratorbdy D
Naotas ~

h
Yacaciones Enfermedad
[&cumula
Balance Inicial 0.00 0.00
Balance Actual -9.25) -12.00
Azigna Foto Bora Foto
Ok | X cancel |

Figure 16.5
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EDIT EMPLOYEE I

To edit the information of an existing employee, the user must simply access the
Employees option in the menu, once in the main form, the user must choose the “edit”

option and include or edit the desired information.

CHANGE EMPLOYEE NUMBER I

Sometimes it can be neccesary to change an employee’s number. In this case, the
user must go to the Change Employee Number form (Figure 17.1). This form allows the
user to change the number of an existing employee to a new number. To make this

changes the following information must be completed by the user:

1. Previous Number - in this field the user must specify the previous employee
number for the existing employee. If the user doesn’t know the number, he can
locate the employee using the search button.

2. Name - the user can also select the employee by his/her name. The form can
auto-complete the name when the first characters are written. The F4 button can
be used to expand the names list.

3. New Employee Number - in this field the user can write the new number that
will be assigned to the employee. The new number can exist in the system’s

employees file, the user must be sure that the number is not been repeated.

The user must press OK to make the change or CANCEL to close the form
without making any changes. All employee records are re-assign to the new number

(absenteeism, daily, weekly, bi-weekly and semi-monthly totals).
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Figure 17.1 - through this windows the user can change
the employee number.

PROCESSES I

Figure 18.1, shows a window with the Processes Menu. Through this window
details of each one of it’s components will be presented.

Before beginning with the rutinary system processes, the user must have added or
recluted in the unit, all employees. The user must also have completed the system’s
configuration. The adding employee process can be done directly to the Vstation unit
through the VeriAdmin program.

Once the employees have being registered and began to log regularly, the user
can follow the following steps to process the logs and convert it in useful data for the

payroll process.

Read Logs

Once the employees are logging, the user will need to download the logs stored in
the biometric unit (either Vstation or HandPunch) to be able to make the corresponding
calculations. The process to follow to read those logs will depend in the type of unit that

the company has, and the type of connection that the biometric unit will use.
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Read Veriprint Logs

Figure 18.1 -
Processes Menu

To access the form in Figure 18.2, the user must go to the Processes Menu, and

select Read Logs, then press Veriprint. Once in the form, it will allow the user to interact

with Veriprint, and manage all employees’ logs. Two constants in the Read Veriprint

Logs form are the following:

1.

Unit# - indicates or selects the Veriprint unit number in which the

communication was established. The number - 1, is a special number that

indicates the program to establish communication with all connected units. Only

some fuctions will be available when unit - 1 is selected.

Pre-Selection - this unit number which the form is started. Once the form shows

on screen, then the unit number can be selected from the list.
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Read Vstation Logs

To access the stored logs in Vstation, the user must go to the Processes menu, and
select Read Logs and then go to Vstation. This process is used for those units that have
been connected through serial connection. The form in Figure 19.1, allows the user to
read Vstation logs. Once in the window, the user only has to select the following:

1. Read all logs stored in the unit
2. Read only new entries
3. Once read, marked them as read

After selecting from the previous options, the user only has to press the Transfer
to DigiPuncher button and the logs will be then downloaded to the system. This process
read the text file and extracts employees’ logs that have been successfully read, and then
add them to DigiPuncher. The text file information is then stored in the unit history file.
It is possible to read the same file more than once, because the DigiPuncher won’t allow
to read duplicated employee logs.

The Vstation extracted files are defined in a XML file (VeriAdmin.xml),
produced by the units management and configuration program called Veriddmin.exe.

This file is usually stored in C:\ProgramFiles\Bioscrypt\VeriAdmin\VeriAdmin.xml.

Figure 19.1 B Log de Transacciones del V-Station g@g|

Seleccione la Unidad Leer

i i a
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D | JIX] Fecha/Hora [ Cmd [ Pr [D1]D2[D3] [ St |

2 0 |0 | 3/8/200811:3%:404M Verfy D KeyPad Fail 0 B3 250 Failure A
223 0 |0 | 3/8/2005811:3%:324M  Verfy D KeyPad Fail 0 |0 | 250 Failure
22 0 0 |3/8200511:3912AM  Verfy ID KeyPad Pass (93 55 250 Success
2 0 |0 | 3/8/2008 7:26:51 AM KeyPad 1 70 |57 | 280 Success
2 0 |0 | 3/8/2008 7:26:20 AM KeyPad 1 111567 | 280 Success
22 0 0 |3/8/20057.26:034M  Add Template Host Porl O 0 0 |0 Success
22 0 0 |3/8/2008 72336 M Verfy D KeyPad | Pass (111 57 | 250 Success
22 0 0 |3/8/20068 720032 4 | Add Template Host Porl O 0 0 |0 Success
22 0 0 3/8/20057:20:024M  Enroll Transfer Host Porl 63 98 0 0 Success
22 0 0 3/8/2005719534M  Enroll Transfer Host Porl 50 97 0 0 Success
22 0 0 3/8/2005719:434M  Enroll Transfer Host Porl B0 97 0 0 Success
2 0 |0 | 3/8/2008 714:04 AM  Verfy D KeyPad Fail 0 |0 | 250 Failure
11111111 |0 0 3/8/2005 7.07:14 &AM KeyPad 1 97 |58 280 Success
1] 0 0 |3/8/2005 7.07.00 Ak System Boot (13 1] 0 0 |0 Success
50 0 |0 2A7/2005 83311 4M Vet (D KeyPad Fail 17 54 | 250/ Failure
43 0 1 2A7/2005 83256 4M Vet (D keyPad Fail 0 45 250 Failure »
Werddmire<ml: |E:\Program Files'\Bioscrypthyerfdmin'enbd ﬂ
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Figure 19.2 - through this form, the user will be able to access all units connected to the
Vstations net, whether by serial or LAN connection.

Read All Vstations

To access all stored logs in each of the Vstation units, the user must go to the
Processes menu, select Read Logs and then go to Read All Vstations. The main window
(Figure 19.2) allow the user to download logs from all Vstation units connected to the
PC, serial communication and all units connected to the net by Ethernet. The form also
allows to specify the options for reading all entries stored in the unit or read only new en-
tries. It also allows to specify if marked as read or not. In the other hand, the user can
see the location of the XML file that contains the net definition of Vstation units, besides
the defined connections in the net, as in the serial and the Ethernet.

The Transfer to DigiPuncher button begin the unit’s lecture process. When finis-
hing the lecture, an activity history appears. The history shows the beggining of each
lecture and the activity in each unit, finally shows total logs added to DigiPuncher.

The Cancel button choses the form without making the lecture process.
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Read Vstation by Modem

In case that the Vstation unit is connected through modem, the user must access the

Processes menu, go to Read Logs and then choose Read Vstation by Modem. Once in the

form (Figure 19.30), the user must add the unit’s configuration information.

1. Telephone Number

To add a number, simply press the “add” button.

Once in the form, the user must write the telephone number, it must be
the telephone line where the unit is connected.

Add the number assiged to the unit (in case there is more than one).
The number can be founded in the Vstation’s Communication menu, in
the Net ID section. In case the unit number is unknown, the user can
write - 1. This means that the system will track any unit connected to
the line. The purpose to assign a number to each unit, is that in case
there is more than one unit, the Log Data History can identify the unit
with the number.

Establish the unit location. This will help identify the unit easier. Ex:
Lobby, Human Resources, etc.

Check the Apply box if the user wishes all logs to be downloaded
automatically once a connection is established between the unit and the
computer.

In Baud Rate, establish the connection velocity between the modem and
the computer. The user must check the velocity programmed in the unit

because if they are not sinchronized there will be no connection.

2. Modem

a.
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The user must define which type of modem it’s using to make the
connection (for more details about modem types please contact one of
our technicians).

This field must be previously defined, so that the user only has to select
an option according to the modem type that he/she will be using for the

connection.
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Figure 19-3 - Vstation communication by modem

ComPort — refers to the port where the unit is connected. The user can
identify in which port is the modem located accessing the Control Panel/Phone
and Modem Options/Modems.

BaudRate — is the velocity connection between the modem and the unit, they
have to be sinchronized.

Call — through this button, the communication between the modem and the unit
is established.

Log Modem - the user can see the connection process made by the modem.
Here the call result is shown, whether the call was succesful or not.

Hang Up - once the user finishes downloading logs, the Hang Up button must
be pressed in order to stop the communication.

Modem Status — indicates the user if the modem established the connection
between the Vstation unit, if it is in process or if the connection failed.

Unit # - establishes the unit number where the user wants to call. If the
number is unknown, write - 1.

Unit Status - indicates if the unit is ready to be read, if it is busy (an employee
is logging) or if there is no communication.

Version - especifies the Vstation unit version.
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12. Transaction Number - shows the number of logs downloaded from the unit

to the computer.

13. Templates Number - indicates the number of templates that have been stored

in the connected Vstation unit.

Once the connection is established between the modem and the unit, the user
must go immediately to the “Read Transactions” tab (Figure 19.4). Once in the form,
press “Read Transactions” and the system will automatically begin to download all logs
stored in the biometric unit. Once the download process is finished, the user must press
the “Transfer to DigiPuncher” button, to complete the recolection process. As soon as
the logs are collected, the program will automatically process and accomodate the logs to
be managed or edited by Human Resources.

When transactions are transferred, the program is in charge of processing and
grouping all logs and distribute them between ins and outs. Once distributed in ins and
outs, it is calculated for the work day, the hours worked by the employee. Worked days

are composed in regular and extra hours.
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DlglPunCher’, then 5083 0 1 S9/18/2008%4715&M  WerfylD KepPad Pass B0 B0 0  Success
the system will a082 0 1 8A8/2008 8:59:49 4K  Werfy ID KeyPad Pase |91 B2 0 | Success
process and 5030 0 0 948/2008 &:55:47 AM  Werify ID KeyPad Paszs 84 56 0 | Success
. 5009 0 0 948/2008 7:30.57 A Werfy ID Key Pad Pass |77 42 0 Success
calculate it. 5079 0 0  9/18/2008 B:01:30AM  Werify ID KeyPad Pass (89 (47 |0 | Success
5103 0 0 8A8/2008 5:58:234M  Werfy ID KeyPad Paszz 85 B0 0  Success
5102 0 0 9472008 10:0%:47 PM | Werify ID KeyPad Pazs 63 (70 0 | Success
5073 0 0 8A7/2008 10:00:53 PM | Werify ID KeyPad Pass 100 62 0  Success
A0EE 0 0 8A7/2008 72702 PM | Werfy ID KeyPad Pass 81 |51 0  Success
5102 0 0 9A7/2008 709589 PM Ve ID KeyPad Pazzs 61 65 0  Success
5111 0 0 9472008 &:00:07 PM  Werify ID KeyPad Pasz 83 539 0  Success
5111 0 0 8A7/2008 40722 PM  Wenfy ID KeyPad Pass 83 52 0  Success
5111 0 0 8A7/2008 30235 PM | Werfy ID KeyPad Pass 75 (B0 0  Success
5082 0 1 9472008 25448 PM  Werify ID KeyPad Pazz 63 50 0  Succes:
Figure 19.4
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In the windows Vstation Remote Communication by Modem, there are various

tabs where the user can directly edit information stored in the connected unit. In the

Templates tab (Figure 19.5), the user can see templates stored in the unit, compare them

with the ones stored in the computer and manage them so that they appear in both

dispositives. In Date and Hour (Figure 19.6), the user can sinchronize the date and hour

in the Vstation unit with the computer.

There is also an option to establish schedule

restrictions and an option where the user can specify holidays to be able to deactivate the

unit during those days or hours (Figure 19.7).

B Comunicacion Remota via Modem a YStation

Huellas en la Unidad

Huellas en la FC

Comunicaciones ] Log Tranzacciones  Huellas | Fecha vy Hora | Itinerario de Scceso ] Feriados Itinerario de Acceszo ]

114 Templates

b Empl  [TIdsa[Mame [Fingd Sched A
5095 0 << Refresca Lista Unidad 1 0 E 13
FO99 1 2 0 B3
5100 1] Refresca Lista PC »» 13 0 E 0
FlO00 1 13 1 00
5101 1] i 48 1 4 ]
e ] —» > Unidad -» PC 2> P 0 5 0
5102 0 l» << Unidad <-PC << 1003 0 K] 1]
5102 1 1003 1 = a
5102 1] 1004 1 E 1]
5103 1 [ < <--Elimina Huella(s) Unidad 1004 1] 3 1]
e 1005 1] 3 1]
2-11 gi 10 > Elimina Huellalz] PC -3 1005 1 E 0
5105 1] 100& 1 3 1]
1006 0 g 0
g:: gg 1D Itinerario de Acceso b 1007 i] 3 0
5106 1 Obszerva Feriados i 1007 1 & a
5107 1] 1003 1 3 a
am 17l | oo o B |0
1009 1 0 0
215 / 3550 1008 0 . 5 &
Eiml E W Reemplaza Huellas [ Filtra Lista
With these buttons, the Figure 19.5

user

can

manage the

templates stored in the
biometric unit as well as in
the computer.
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Figure 19.6 FENET ion Remota via Modem a YStation

Comunicacionss ] Log Transacciones ] Huellas Fecha y Hara | |tinerario de Acceso | Feriados ltinerario de Acceso ]

Fecha v Hora de la Unidad
Fecha 18-5ep-08 EJ
Time 10:20:22 &M w

Hora kilitar '

Refrescar

Aplica Hora de Yerano [
Formato de Fecha DD-MM- Y'Y

GMT Zona de Tiempo -

B Comunicacion Remota via Modem a ¥Station E]@E| .
— Figure 19.7
__Eomunlcaclo_nas I Log Transac_clones_] Hue\l_as 1 Fa_cha__u Hora  ltinerario de Acceso ] Fena_dns \t\n_e_rano de Acceso ]
[ Itinerario de Acceso Activado  Tolerancia en Minuto [ 3 I Reset I Refresh I
Refresh ] ‘ ] | Itinierario Mum 1 sﬁ
Itinerarios de Accesso en WStation Domings |~ —
o Mo Access A~
1 Auvailable z
2 Huailable = - Lunes |I™ ]
3 Available
4 Awailable P
5 Available Martes [ |
B Available @
7 Avalale =
8 Awailable Migrcoles |[T r
3 Bywailable
10 Awailable
11 Availlable
12 Ayailabls Yeks =
13 Avaishle
14 Avaishle 7
15 Avalable A | I
16 Avaishle
17 Avaiable 7
18| Avaiable SRR [z
19 Avaiable b




Read All Vstations by Modem

In case that all biometric units are connected by modem, the user can use the Re-

ad all Vstations by Modem option in the Processes menu. This option will allow to read

the stored data in the units in one single step. To make the connection, all information

asked must be filled (Figure 19.8) and select in the Apply column, those units that wis-

hed to be read. When pressing OK, the program will read all units, download new logs

and marked them as read. Once the process is finished, the program will generate a re-

port, where it will indicate the quantity of new entries extracted from the units, and in ca-

se of a communication error, it will mark those process that weren’t successful.

Figure 19-8 - Through this form, the
user can select all Vstation untis that
want to be read in one step. Each unit
must be configured through the Read
Vstation by Modem option.

B Bajar Registros de Todos los ¥Station ... g@]g|

M ombre Mudem:|Lucent Win bodem

Com Port|Caml -

Baud Rate:|19200 -~

Mumeroz de Teléfonoz

=] 2|+

W Ok
X Cancel

Hum. Teléfono | l.lnidac|

Descripcion | Aplica «

M | 757-56E-5333 1 |=a

Santos Computer & Services Inc.
PO Box 1014 - Aguada PR 00802
Tel. {T8T) 368-0100 - Fax (T47) 868-5333

Downloals Sunmary

1
3
|| 7E7-B65-9100 1
1
1
1

| |787-252-4829 Irterr O
| |787-865-5670 Santos Ctro O
O

csCo-acUanLLe O

cooo-GUayams O

csCo-mayacuEzr O ’ﬂ
»

ritos Fax

|
Comienzo del proceso de bajar registros de los Witations por Modem
7/29/2005 1:55:01 PH
Llamando al V3tation por Modemw en 787 B823-02zZ0
Llsmando al VStation por Modem en 787823-0535 & Resumen de Lecturas gl

Llamando al V3tation por Modem en 787-835-1540

Proceso terminado 7/25/2005 1:55:20 PH Comienzo del process de bajar regista Exit
Llamando al VEtation por Modem en 787

Page; KN 1 | \ﬂ

Report to print.

Llamando al VStacion por Modem en 787
Llamando al VStation por Modem en 787
Proceso terninado 7/23/Z005 1:E85:20 1

This window shows operations
made by the program and the
errors founded while a com-
munication was established.
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Vstation Templates Management

In case the user confronts problems with the logs lecture, he/she can use the
Vstation Templates Management option in the Processes menu. This option (Figure
19.9), allows the user to manage the templates stored in each Vstation unit, make copies
and store those templates in the DigiPuncher database. The form allows the user to see a
list of those templates stored in each unit, allows to delete the templates, copy the
templates in the database or copy them in another unit within the net. The form

components are the following:

| Manejo de Huellas del ¥-Station g@g|

Seleccione la Unidad Huellas en la Unidad Huellaz en la PC 19 Templates
H Bio Readers Metwork Erpl [ Tlds[Mame | Finger
1 1 tanuel Gonzalez 3
1 i} tanuel Gonzalez E
: 2 1 Reyad Abdulrahman Pabar B
RefiescalistaPL>> | |5 0 Repad Abdulrahman Pabr 2
5 1
g a
i]

daliz Hodriguez Traverso

1 |daliz Bodriguez Traverso | 3

25 a E

25 1 ¥

<« Todas Unidades <- PC 34 1 #iobhan Vélez Vega B
34 i} #iobhan Vélez Vega 3

7 1 B

100 a 2

Elimina Huellalz] PC - > 717 i} 4
7 1 2

7 2 E

a2 2 Jozé A, Santoz Lopez 3

323232 1 Jozé B, Santos Lopez E

V¥ Reemplaza Huellaz

Empl] E [ Filtra Lista

Figure 19.9

e Select Unit - this option allows the user to select the Vstation unit to list those
templates stored in it. The system presents the Vstation system distribution

according to the type of connection with the PC.

o Unit’s Templates - this list shows the templates stored in each unit. Each template
is stored with an employee number and index (finger number). If the employee has
three stored templates in the unit, then the unit stores three records with the same

employee number but with different index.
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PC Templates - this list shows the templates stored in the DigiPuncher database.
The list shows the employee number, template index and the enrolled finger. To
select one or more templates from each one of the lists, use the mouse and select one
or more records in the list. To select several records at the same time, press a record
and keep the mouse button pressed while selecting in the records area. To select

separate sections, keep the Control key pressed and select with the mouse.

Refresh Unit List - this button refreshes the templates list in the selected unit. Note

that the button activates only if a unit is selected from the unit list.
Refresh PC List - this button refreshes the list of those templates stored in the PC.

Unit -> PC - this button allows to copy selected templates from the unit to the PC
database. First, the templates are selected from the list. If the templates already

exists, the copy process isn’t succesful.

Unit <- PC - this button allows to copy selected templates from the PC database to
the biometric unit. First the templates are selected from the list. If the templates

already exists, the copy process isn’t succesful.

Unit -> Unit - this button allows to copy selected templates from a unit to another
unit. First, the templates are selected from the list. If the templates already exists,

the copy process isn’t succesful.

All Units <- PC - this button is used to copy selected templates in the PC list to all
biometric units defined in the Vstation net. The process tries to copy the templates to
one and each of the units defined. Only those units activated at the moment, are

going to receive the templates.

Delete Template(s) from Unit - this button deletes all templates from the selected
units lists. Be careful when deleting the information, because the templates won’t be

recovered unless there is a stored copy of those templates in the PC database.

Delete Template(s) from PC - this button deletes all templates from the PC
database. Be careful when deleting the information, because the templates won’t be

recovered unless there is a stored copy of those templates in the PC database.
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e Replace Templates - this field indicates if the template wants to be replace with a
copy from the PC templates list.

o Filter List - this field indicates if the PC templates list shows all templates or shows
only a part of the templates stored. When selecting the field, a button to define the
filter appears on screen.

e Define Filter - this button is used to define a filter and apply it to the PC template
list. When the button is pressed, a form appears on screen, where the user can choose
the employee class, department, status, or employee number, that will appear from

the PC template list.

Empl | Registro |
34 81112005 75613 A
34 12005 11:35:58 Ak
a4 812005 12:22:58 P Figure 19.10
Empl | Nombre | Fecha mi [ owl | m2 | owz [ Horas |
i 53 Danna J Smith 8i8r2005 | 8:00:00 AW | 12:00:00 P | 1:00:00 P | 5:00:00 P 8.00

In & Out Logs

The form in Figure 19.11, allows the user to list and edit the employees’ in and
out logs. The user can access the form by going to the Process menu, and selecting the
Register option.

Each register consists in a employee number, date and time of the log, cost
center, and the process indicator, if the records belongs to the downloaded records from
the biometric units or from imported logs files.

The form consists in fields to filter information, edition buttons, exportation and
print, and logs list.

To filter the logs information, the following fields are used:

e Empl - in this field the user can write the employee’s number. When the number is
entered, the list will show only logs for that number. To locate an employee, use

the magnifier button. To reset the selected information, use the reset button.
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Name - to locate an employee by it’s name. The user must write the first letter of the
name and press F4 to locate or select the employee from the list.

Cost Center - use this field to select the logs that contains the selected Cost Center.
Show - the user must choose between showing processed logs or between those
which weren’t processed.

From - write the starting date to filter the logs.

To - write the ending date to filter the logs.

Note: The logs are included in a period according to the work day. Meaning,
if the work day starts at night and ends early in the morning, the logs
appear in a list in the starting work day.

Use the edition buttons to edit, add or delete logs.
Use the print or preview buttons to preview or print a logs report.
In the logs list, the user can use the mouse’s right button to filter the records.

Making a double click in a record, the user can open a form to edit that log.

B Registros de Entradas y Salidas g@@]
Ermpl 55 al x| Desde[ 21-Feb05 g

Mombre  [DannadJ. Smith ] Hasta[ 25Feb05 @)

Centra Costo ﬂ
Muestra = ﬂ

o | | - Registros EEE@

Empl__ | Registro [ Procesado | CostCe
L ] 212172005 7:58:00 AM Yes 1]
|| 53 202102005 11:52:00 AM Yes 1]
|| 53 202172005 12:47:00 PM Yes 1]
|| 53 272172005 5:01.00 P fes ]

|| 53 22172005 5:07:00 PM Yes 0—
|| 53 22212005 8:03:00 A Yes 1]
|| 53 212272005 12:35:00 P Yes 1]
|| 53 22272005 1:22:00 PM Yes 1]
|| 53 2222005 4:49:00 PM Yes 1]
|| 53 22372005 7:55:00 A Yes 1]
|| k] 21232005 12:35:00 P es 1]
|| k] 22472005 2:02:00 A es 1]

53 212472005 12:09:00 P Yes DLI
Recard: 14 [ 1 »|m of 19 (Fikered)

Figure 19.11
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Edit and Add Logs

To access the form in Figure 19.11, the user must go to the Process menu and
select Logs. Once in the main form, use the “add” button. This form is used to manually
add an employee log, or to edit an existing one. It is also used to specify to which day

the log belongs. The form components are:

B Registros

Figure 19.12

Empl 71 a
Maombre [Moah Count i | V¥ Especilica el dia de trabajo al cual
e I pertenece el regiztro

siRdi AL El El regiztra pertenece a la jorada de
Hara S 0000 A trabajo comenzada en este dia
Procesado [ Lol

Centro Costo i
ok | Xcancel| [ <csimple

e Empl - write the employee’s number in this field. To locate an employee from

the list, use the “locate employee” button.

o Name - the user can also select the employee by it’s name. By writing the first
letters, the form locates the nearest name. Use the F4 button the expand the list
and select a record.

o Date - add the log date in mm/dd/yy format, where mm is the month, dd is the
day, and yy is the year.

e Time - insert the employee’s log time. The user can use military format hh:mm,
where hh is the hour from 0 to 23, and mm are the minutes, or you can use the 12
hours format hh:mm AM or hh:mm PM.

e Processed - this field indicates if the log was included when processing the logs.

e Cost Center - (optional) indicates the location where the log was taken.

e Use the OK button to accept the information or Cancel to cancel the infomration.

The Advance button (Figure 19.12) allows to manually establish the work day
which the log belongs. Select the date of the log. Note: All fields are required and none
of them can’t be left blank.
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Daily Logs
Once the user have downloaded the logs, he/she has to go to the Daily Logs form

(Figure 19.13), through the Processes menu. This form allows the user to obtain a list of

the logs organized by day (between an certain period). The list shows the regular and

overtime hours totals, as well as absenteeism and holiday hours. The next fields at the
top of the form are used to show records from the list.

e Class - in this field, only hourly and salary employees are shown. In case of the
salary employees, the information is shown only for illustrative reasons, because total
hours of salary employees are automatically calculated. Use the reset button to clear
the selection and show all employees.

e Dept - the user can filter the list by showing only the records for employees that
belong to certain department. Select the department from the list or use the “reset”

button to clear the selection and show all departments.

B Registros Diarios

Clage ,J Turno J Desde IWEJ

Div l—_.IJ Freq. de Pago I—_L[ J (i IW_EJ

b [ x| Ew [ alx

ot i Empleados gin Registros J
Registroz Augentismo
-+ al+ Registros Diarios g E E -@ =i
Empl | Nombre | Fecha mt | owt [ w2 | ow2 | m3 | (]
P H02 Carla Custwood 72005 | B:25:00AM | 11:00:00 Ak 11:30:00 AM | 2:45:28 PM —
|| 103 | carla custwood 2005 | 62341 AW 11:00:00 Abt 0 11:30:00 AW 2:57:28 PM
|| 103 carla Custwood IN0i2005 | B:29:51 AWM 11:00:00 AM 11:30:00 AW 3:32:29 PM
104 | Tom Teckly 82005 | T222TAM  1Z2:00:00PwM 12:30:00 PM 0 1:30:12 PM

|| 104 Tom Tecky 372005 | V3134 AM 1Z2:00:00 PR 12:30:00 M 4:01:14 PM
| 104 Tom Tecky 2005 | T:2E:33AM 12:00:00Ph 12:30:00 PM L 21746 P
|| 104 Tom Tecky 392005 | V2127 AM O 12:00:00 PR 12:30:00 PM 0 3:01:09 PM
| 104 Tom Tecky IN0iz005 | T1819AM  12:00:00 PM12:30:00 PM 4:08:43 PM
|| 104 Tom Tecky IN12005 | T:2412AM 120000 P 1230000 PM L 430023 PM
|| 105 | PeterMomler 72006 | T2A53AM  12:00:00PM 12:30:00 PM | 4:14:25 PM
|| 105 Peter Momler 2005 | 72813 AM 12:00:00PM 12:30:00 PM . 4:08:04 P
|| 105 Peter Momler 3192005 | T24:31 AM 12:00:00 PR 12:30:00 PM L 411545 P i
Record: 14| 4] 11 _» [ M [p 4] of gas 4] LIJ

Mostrar Todaos Pen. Almuerzo Horaz Tiempo Extra |Pen. Almuerze]  Total Hrz
M lnOut ¥ Ausertizmg an e e E,.‘I 26.00) 498 25 9375 5.524.25
r r = Feriada Vacacidn | Enfermedad M ater
Rnd In-Out Tardanzas Tiernpa Extra Tardanzas .00 0,00l 0.0 0.00)
I CostCenter I Departamer FER DIF B Ohe | Tadaneas
[ Editar Registroz Directamente 0.0 0.0 0.0d 0.0g 30234

Figure 19.6
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Shift - each daily record is assign to a shift according to the employee’s schedule (or
the nearest schedule according to the time of arrival). Then the user can list only
those records that belongs to that shift. Select the shift or use the “reset” button to
clear the selection and to show all records no matter the shift.

Pay Freq. - pay frequency (weekly, bi-weekly, semi-monthly). Select the pay
frequency from the list to show the wanted records. Select the “reset” button to clear
the selection and to show all records no matter the pay frequency.

Empl - in this field, the user can select the employee by its number. When the
number is written, the record from this number will show on screen. To locate an

employee from the list, use the “locate employee” button.

Name - it is use to locate an employee by its name. Write the first letters of the name

and press F4 to select an employee from the list.

e From - write the start date (for the wanted period) to list the records.

e To - write the ending date (for the wanted period) to list the records.

Once the user have established the wanted terms, the system will generate a list

that will include all logs for the selected period. A brief description for the list’s fields is

next:

Empl - employee’s number.

Name - employee’s name.

Date - log’s date.

In - arrival logs (Inl-In4).

Out - departure logs (Outl-Out4).
Costln - log’s cost for arrival logs
(CostInl-CostIn4).

CostOut - log’s cost for departure logs
(CostOutl-CostOut4).

RndIn - rounded arrival logs (RndIni-
RndIn4).
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RndOut
(RndOutl-RndOut4).

- rounded departure logs

Hours - regular total hours.

Extra - extra time total hours.

Meal Pen. - meal penalty hours

24Hrs - 24 hours penalty hours.

Feriado - holiday hours total.

Vacation - vacation hours total.

Sickness - sickness hours totals.

Other - configuration absenteeism hours

defined in the system (Other-Other4).



e Total Hours - the total hours as e Departament- name of the

defined in the configuration file. department to which the employee
Does not include meal or 24 hours belongs.
penalities.

e Lateness - total minutes late

according to the employee’s schedule.

e Class - employee’s class.

The form shows at the bottom, total hours for the listed records. The forms
contains a series of buttons that allows the user to filter the list and edit information
regarding the employee’s totals. Next, we will explain in what they consist and how to

use them.

Logs Edit and Add - these buttons allow to go to the In & Out Logs form to edit the
logs, or to add logs. If the user wants to edit, the form shows employee records and the
selected date, in case of adding, the form shows the date and employee name in order to
add the log.

Absenteeism Edit and Add - these buttons allows the user to go to the Absenteeism
History form, or to the Add Absenteeism form. That way the user can add, verify or
correct the employee’s absenteeism information.

Employees Without Logs - this button opens the Employees Without Logs form for the
selected periods with the From-To buttons.

Recalculate Selected Employee - this button is only for recalculate a single employee in
the selected week.

Calculate Whole Week - this buttons allows to calculate a whole week, for all
employees with time logs. It will only calculate one week, no more than one.

Export Daily Logs - this button allows the user to open a form to export daily logs listed
(see the form Export Information). These buttons allows the user to see or pint the list of

the time logs listed on the filtered list.
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The “Show” section, allows the user to select columns that will be shown in the

list or on screen.

In-Out - shows or hyde In and Out time logs columns.

Rnd In-Out - shows or hyde rounded In and Out time logs columns.

Cost Center - shows or hyde Cost Center columns.

Absenteeism - shows or hyde absenteeism columns: Holiday, Vacation, Sickness,
Maternity and Other 1-4.

Lateness - shows or hyde lateness minutes column.

Department - shows or hyde employee class and departments columns.

The buttons section is used to show those records that fulfills certain

requirements:

All - shows all records.

Incompletes - shows those records that are incomplete. Meaning, if a records has
less than four logs or those records that do not have departure logs (Missing
Punches).

Extra Time - shows those records that have extra time, meaning, those who worked
more than the established work hours.

Meal Penalty - shows those records that have meal penalty, less than one meal hour
or those who worked more than five hours without a meal break.

24 Hours Penalty - shows those records that have 24 Hours penalty. The 24 Hours
penalty establishes that in a 24 hours period, all 8 hours worked excess have penalty,
including extra hours.

Absenteeism - shows those records that have certain type of absenteeism, holiday,
vacation, sickness, maternity, and Others 1-4.

Lateness - shows those records that have lateness minutes.

In addition to these filter forms, the user can use the mouse’s right button to filter

list for other forms.
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& Genera Registros de Hora de Almuerzo

Claze IHDUTI-'r' j’ il Freq. de Pago ! _".I .E.I Salo ze incluyen aquellos Desde I 01 -May-05 ;ﬂj
i iMain Diivizion vi %] Empl I a, ! recards que tienen solo dos
- "J 1‘ reqgistros y la diferencia en Hasta I 07-May-05 Ei
Dept IME'”tE”a”CE j' __?S] Maombre ! ;! haraz entre estos ze
Turhia i - i encuentia entre =
- ..El ! EO0 ! 1200 Gen. Registros | ,@i %!
GeneratelLunchPunchesList
Empl | Hombre | Fecha | Turno Il Ot | In2 | Cnrt2 | Hours | Owtm |Tu‘ta| Hrs| Clase | Division
L 417 Barry Delive | 5/502005 1] 22117 Ph) 11:16:25 P 800 1.00 9_.|:IEI:HDUI’|‘;-' htain Division
| | 417 Barry Dellive | S/82005 1[10:52:10 Abt) 5:00:03 P 250 375 5_.25:Hnurl\; Mtain Division
| | 422 Bette RHaff | 5/5i2005) 5| 215:00PM| 11:28:33 PM 800 125 9.25 Hourly  Main Division
| | 422 Bette RHaff | Smi2005 5| 73621 AW K727 M 200 675 875 Hourly | Main Divigion
429 Phil R. Monik |~ 5/2/2003 1 &5214 AW 40321 PM 725 000 7.25 Hourly Main Division

Record: 14| <[] T _» |1 o] of SeRikeredy <]

Figure 19.14

Generate Meal Logs

Figures 19.14 and 19.15 shows the form used to automatically generate meal logs
for those employees that only log in the arrival and departure time, but didn’t log at meal
time. To access the form, the user must go to the Processes menu and then go to
Generate Meal Logs.

The form shows initially, those employees with exactly two daily logs in the
selected dates, or if the difference in hours between the two logs, is between the hours
margin (initially 6 to 12). The list then shows those records that the user will be adding
meal hours. This list can be printed before generating the logs.

Once the list is verified and the hours margin is adjusted, if neccesary, the
“Generate Meal” button has to be pressed in order to the changes to take effect. Once the
button is pressed, the system automatically re-processes the selected period for those

employees.
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Figure 19.15

Clase I %| Freq dePago ~I =l Desds [ D6Junit @]
Dept =1 x| Ewol &l x| Hasta [ OT0uts |
Turno - ﬂ Mombre -
Empleados sin Registras
Registros Ausentismo
- FSE Registros Diarios Procesar Registros Diarios ‘ ﬁ, E| @‘
Empl ‘ Hombre | Fecha In1 | Out1 | In2 ‘ Oout2 | Horas |Pe||. Almue| -
3 1 Manuel Gonzalez Bf20/2005 | 9:40:04 AM | 5:09:20 PM .
|| 1 Manuel Gonzalez Bf21/2005 | 8718717 AM | 5:02:20 PM 8.00 1.00
|| 1 Manuel Gonzalez Br2212005 | 70444 AWM | 120357 PM | 124332 FPM 4:58:31 PM 8.00 0.50
|| 1 Manuel Gonzalez Bf23/2005 | 7:34:38 AM | 12:0510PM | 1280028 PM | 4:55:59 PM 8.00 025 —
|| 1 Manuel Gonzalez Bf27/2005 | 75953 AM | 12:40118PM | 11803 PM | 5:02:03 PM 8.00 0.50
|| 1 Manuel Gonzalez Bf29/2005 | 7:53:05 AM | 12:20:08PM | 1:00:23 PM | 5:00:49 PM 8.00 0.25
|| 1 Manuel Gonzalez 7112005 | 9:50:58 AM | 4:55:39 PM 7.00 1.00
|| 2 Reyad Abdulrahman | B/6r2005 | 81074 AW | 1216:02PM | 12:5417 PM 5:04:29 PM 8.00 0.50
|| 2 Reyad Abdulrahman | BI72005 | 8719:03 AM | 11:58:46 AM | 12:25:34 PM 5:01:12 PM 8.00 0.50
|| 2 Feyad Abdulrahman | B/92005 | 7:67:54 AM | 12:08:45PM | 12:42:52FPM 5:00:51 PM 8.00 0.50
|| 2 Reyad Abdulrahman | B 0/2005 | 7:58:35 AM | 11:58:54 AM | 12:22:00PM 4:28:05 PM 8.00 0.75
|| 2 Reyad Abdulrahman | B 372005 | 8:09:33AM | 115310 AM | 12:29:26 PM 5:00:07 PM 8.00 0.50
|| 2 Reyad Abdulrahman | B 42005 | 8:06:57 AM | 12:24:.00 P 124756 PM 4:53:39 PM 4.00 075
] Bauvad dhdulrakran | BAEANNE | 00065 oW | 4700014 DR 175787 P Ann nael T
Record: M| < [[T t _» [ w]r] of 33 (Fikered) N ’
Mostrar Todos Horas Tiempo Extra|Pen. Almuerzc)  24Hrs Total His |
M inOut V' Busentisma Incompletos Penalidad 24 Hrs 256.29 10.00 17.50 3.50) 266 25|
r r Feriado Wacacidn | Enfermedad I ater
Find [n-Out Tardanzas Tiempo Extra Ausentismo oo 0.0 0.00| 0.00|
I Costentsr [ Departamer Pen. flmuerzo Tardanzas Personal DIF FL Otro Tardanzas |
[ Editar Registros Directamente 0.00 0.0 .00 0.00 23]

This form allows the user to reduce the records listed, using the class,
departments, pay frequency, shift and employee number field. It also allows the user to
print or preview the selected list on screen. Note: Be sure to process all logs before

generating the meal hours.

Weekly Totals

The window in Figure 19.16, allows the user to list, for one or various weeks, the
weekly totals worked by the employees. To access this list, the user can choose two
options, press the third icon in the tools menu, or by going to the Processes menu, and
then choosing Weekly Totals. A list will appear on screen, showing the regular, time
half, double hours, meal, 24 hours, 7th day penalty, holidays, vacation, sickness,
maternitiy and other hours (1-4), lateness and total hours. This information comes from
adding the daily logs (see the form Daily Logs for more information).

After the information is processed by day, is necessary to calculate weekly totals.
Weekly totals are used for the weekly payroll process. The weekly totals calculation
includes the process to automatically generate information for salary employees. The
user will use the fields at the top of the form to filter the information appearing in the list

on screen.
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The list in this form, shows weekly totals by employee and by shift for the selected

weeks. Once the user have delimited his/her search, the program will show a list with the

next fields:

e Empl - employee’s number.

e Name - employee’s name.

e Week - week number.

e Year - selected year.

e Reg - regular hours total.

o T. Half - total hours that will be calculated as time half.

e Double - total hours that will be calculated as double.

e Meal Penalty - total hours that meal penalty will apply.

e 24Hrs - total hours that 24 hours penalty will apply.

o 7th Day - total hours that 7th day penalty will apply.

& Totales Semanales

Claze *] ij Freq. de Pago  |'wesklp '] ij Dezde| 10-Jul-05 EJ
Div -] %| Empl al ¥ Hasta|  1B-Jul05
Dept *]ﬂ Mombre | T
Turno = iJ .
Totales Semanales ﬂ%@
Empl | Nombre |Sem| Aiio | Reg | T.Medio | Doble [P.Almuerg 7mo Dic «
L 120 \Warren Peace | 28 2005 2875 0.7a 0.00 0.50 0.0
I Fhil Osipher 29 | 2005 17.00 1.25 0.0o 0.0a no_J
|| 122 Mary Mated 29 | 2005 16.00 0.0o0 0.o0 0.0a 0.0
|| 123 Connie Fucious | 28 2005 36.50 3.40 0.00 0.an .0
|| 124 Bud Dha 29 | 2005 40.00 a.00 0.00 0.0a 0.0
|| 126 Jdenny Flect 29 | 2005 39.25 2.00 0.0a 0.a0 n.a
|| 127 Roger That 29 | 2005 0.0a 0.0o0 0.o0 0.0a 0.0
1 Car Mation 29 | 2005 aB.a0 2.80 0.oo 0.on 0.0
| | 130 Les Tak | 28 2005 ar.oo 0.25 0.00 0.0a 0.0
|| 132 Mo Action 29 | 2005 1725 0.0 o.oo 0.0 0.0
| | 133 Mo Tercycle 29 | 2005 40.00 8.580 0.00 0.0a 0.0
|| 134 Mo Money | 28 2005 40.00 8.25 0.0o 0.oo oo
| | 135 Rose Bush 29 | 2005 40.00 1.75 0.00 0.0a 0.0
| | 136 Draffy Dill 29 | 2005 40.00 17.25 0.o0 0.0a 0.0
|| 157 Draffy Mition 29 | 2005 a1.25 2.80 0.o0 0.0a 0.0
|| 138 Dan D Lion 29 | 2005 40.00 0.0o0 0.oo 0.0a 0.0
139 Mark Up 29 | 2005 3725 0.25 0.0a 0.an n.ox-
record: 14| 4 |7 1 » | MU]ro] of 126 Fikeredy <] | 5

Figure 19.16
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o Holiday - total hours that will count as holiday.

e Vacation - total hours that will count as vacation time.

o Sickness - total hours that will count as sickness.

e Other - total hours or quantities as defined in the configuration file in form of
absenteeism (Other 1-Other 4).

o TotalHrs - total hours or quantities as defined in the configuration file. Does not
include meal hours and 24 hours penality.

o Lateness - total of minutes late.

o Shift - shift code.

e Class - employee class.

e Department - department to which the employee belongs.

This form also contains a series of buttons that allows the user to filter the
information, adding or editing logs. Also, the form has two buttons that allows the user

to calculate and export tables’ results to other programs. A brief description is next.

Export Daily Logs - this button allows the user to open the export form to exprot

weekly totals lists.

In the other hand, the form also allows the user to see or print the weekly totals
list shown on screen. In addition to this forms to filter the information, the user can use

the mouse’s right button to filter the information shown.
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Bi-Weekly Totals

The form in Figure 19.17 allows the user to list from one to various bi-weeks, the
bi-weekly totals hours. The user can access this form by going to the Processes menu, and
selecting Bi-Weekly Totals. Also, by pressing the fifth button in the tools menu. The list
shows the regular, time half, double, meal penalty, 24 hours penalty, 7th day penalty,
holidays, vacation, sickness, maternity an other hours, lateness and total hours. This
information comes by adding daily logs. See the form Daily Logs for more information.

After the daily information is processed, is necessary to calculate the bi-weekly
totals. The bi-weekly totals calculation is useful when automatically generating the
information for salary employees

The buttons at the top of the forms are the buttons that we have been explaining

throughout the guide. The fields are the following:

o Class

e Dept

o Shift

o Pay Freq.
o Name

e From

e To

The list that the form generates, shows the by-weekly totals by employee and by
shift for the selected bi-weeks. Also, the form has a series of buttons that allows the user

to filter the list.

Export Daily Logs - this button allows the user to open the export form to exprot weekly
totals lists.

In the other hand, the form also allows the user to see or print the weekly totals list
shown on screen. In addition to this forms to filter the information, the user can use the

mouse’s right button to filter the information shown.
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B Totales Bi-Semanales E@@ Figure 19.17

Claze |Hourly hd ﬂ Freq. de Pago - i_] Degde]  10-JulH05 E]

Div -1 %] Empl al ¥ Hasta[ 23Ju05  m@)|

Dept i ﬂ Mame | =l

Turho o ﬂ e

Totales Bi-5emanales ﬂ@@
Empl | Nombre Aiio |Bi-Semal Rey [T.Med| Doble |P. Alm| 7mo Dia| Fe «

| | 100 Peter Prodley 2004 15 43.000 000, 000 0.00 0.oo

L 105 Peter Momler 2005 15 40.00 0.00] 375 0.00 (LN 1] —

111 Fred Finely 2004 15 76.500 000 2574 3.40 0.oo

| 113 lan Imwood 2005 15 7250 7500 424 0.00 0.oo

| 114 Mary bt Main 2004 15 46.75  0.00] 15.00) 4.50 0.oo

| | 116 Quin Qualson 2005 15 6275 1.00 0.00 0.00 0.o0

| | 118 Penry Servly 2005 15 6575 075 000 050 0.00

| | 120 \Warren Peace 2004 15 66.00 075 0.00] 0.50 0.00

| 12 Phil Osipher 2005 15 38.000 1.500 0.00 0.00 0.o0

| | 122 Mary Nated 2005 15 39.75 0500 0.00 0.00 0.00

I Connie Fucious 2005 15 £8.900 3500 0.00 0.00 0.00

| | 124 Bud Dha 2005 15 7200 11500 0.00 0.00 0.o0

| | 126 JennyFlect 2005 15 67.00 200 0.00 0.00 0.oo

|| 12T Roger That 2005 15 0.00 000 000 0.00 0.o0

| | 128 Car Mation 2005 15 60.75 2500 0.00 0.00 0.00

| | 130 LesTak 2005 15 £9.00 025 000 0.00 0.oo

|| 132 Moe Action 2004 15 33.25 1254 000 0.00 0.o0 =

Recard: M| 4| 2z » M of 139 (Fitered) 4| LH

Semi-Monthly Totals

The form in Figure 19.18, allows the user to list semi-monthly totals. The form
can be accessed by going to the Processes menu, and then selecting Semi-Monthly Totals
from the list. The list shows the regular, time half, double, meal penalty, 24 hours
penalty, 7th day penalty, holidays, vacation, sickness, maternity an other hours, lateness
and total hours. This information comes by adding daily logs. See the form Daily Logs
for more information.

After the daily information is processed, is necessary to calculate the semi-month
totals. The semi-months totals calculation is useful when automatically generating the
information for the salary employees.

If the semi-monthly payroll include days that haven’t been calculated, because
the payroll is paid before the end of month, it is assumed that the employee worked for
those days. In the next semi-month, the difference between the assumed and the real
worked hours is included. Each semi-month record is defined to include up to six

assumed days, beginning from the last day of the semi-month and backwards.
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The buttons at the top of the forms are the buttons that we have been explaining

throughout the guide. The fields are the following:

o Class
e Dept
o Shift
e Empl
e Name

e Semi-Month

Besides the fields that we have been mentioning, the form have a series of

buttons that allows the user to filter the list:

e Process Semi-Month - this button allows the user to initiate semi-month calculation

process for the selected semi-month. The process replaces previously caculated

totals. The semi-month totals must be recalculated only if there have been changes in

the daily totals for the semi-month.

o Export Daily Logs - this button allows the user to open the form to export semi-

monthly totals. These buttons allows the user to see or print the semi-month list

shown on screen.

B3 Totales Quincenales

Flgure 19.18 Clase l—;‘lﬁ i
] uincena 15-4pr-05 EJ
o[ =] x| Empl[ & ¥
Dept z _}ﬂ Mombre | |
Turho hall .4 - i
Totales de la Quincena J plessee ‘ ﬂ E| §|
Periodo | Empl Nombre  [Turno] Reg [ T.Medio [ Doble [P.Almuer| 7mo Dia [ Feria
L4I1512005 100| Peter Prodley 1 36.25 0.0o 0.0o 0.oo 0.0o L
| 411572005 101|John Smith 1 as.00 0.00 0.00 0.00 0.00 8
| |4r1552005 102|.Jane Doe 1 a8.00 0.00 0.00 0.00 0.00 L
| (411572005 103| Carla Custwood 1 as.00 0.00 0.00 0.o00 0.00 8
| [411572005 104| Tom Teckly 1 as.00 0.00 0.00 0.00 0.00 C
| (411572005 106| Pete Relason 1 as.00 0.00 0.00 0.00 0.00 8
| [411572005 107| Mike Medley 1 84.00 0.00 0.00 0.00 0.00 8
| (411572005 108| Edna Edwood 1 85.74 2.25 2.00 0.00 0.00 L
| 411572005 109| Michael Mark 1 84.00 0.0o 0.00 0.o0o 0.00 8
| 411572005 111|Fred Finely 1 59.25 0.40 0.00 0.00 0.00 i
| |4r15r2005 112|Ann Munber 1 g4.00 0.0n 0.0n 0.0 .00 L
| (411552005 113|lan Inwood 1 74.00 240 1.40 1.40 0.00 8
| (411572005 114| Mary M. Main 1 72.00 5.40 0.00 0.00 0.00 L
| (411572005 115| Sue Curtis 1 84.00 0.00 0.00 0.00 0.00 r
| [411572005 116| Guin Qualson 1 80.00 0.00 0.00 0.00 0.00 [§
| (411572005 117| Steven Packsan 1 84.00 0.00 0.00 0.00 0.00 8
| 411572005 118| Penny Servly 1 7075 0.0o 0.00 0.o0o 0.00 8
| |4M4r2005 166| April Showers 1 84.00 0.00 0.00 1.00 0.00 8
| (411572005 23| Gil T. Conscience | 1 7B.25 0.00 0.0o 0.o00 0.0o [§
| [411572005 401|Jack 0. Altrades 1 67.25 0.00 0.00 1.40 0.00 [
Records M| 4 ([ 1 »[M of 22 4 LH
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Monthly Totals

The form in Figure 19.19, allows the user to list for one or more months the
montly totals. The user can access the window by going to the Process menu, and
selecting the Monthly Totals option. The list shows the regular, time half, double, meal
penalty, 24 hours penalty, 7th day penalty, holidays, vacation, sickness, maternity and
other hours, lateness and total hours. This information comes from the weekly, bi-
weekly and semi-monthly totals.

After the bi-week or semi-month information is processed, it can be summarized
by month. The buttons at the top of the forms are the buttons that we have been
explaining throughout the guide. The fields are the following:

o Class
e Dept
e Active/Inactive - monthly totals for inactive employees that worked for the selected

month, can be shown. Also the user can filter the information to only show active

employees.
o Pay Freq.
e Empl
o Name
e From
o To

Like previous windows, the buttons with the magnifier and printer symbols can
be used to preview or print the monthly totals that are shown on screen. The user can

also filter the information using the mouse’s right button.
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B Totales Mensuales E||E|E|

Claze [Hourly - ﬁ Activadlnactivo iAct\ve - _)ﬁ Desde M ap-05 !j
Div  |Main Division = _)_(j Freq de Pago [weekly 7 _?‘(J Hasta May-06 .jf.J
Dept [Adminstration =] _ﬁ Empl | al xj
-
Totales Mensuales It = E.J..@J..%i]
. Empl_| Nombre | Mes [ Reg [T.MedDoble[Pen. {7mo Did| Feriado [Vace |
Flgure 19.19 | | 234 Mira Ondeveal Jul-os | 7625 1050 000 000 000 000
| 294 Don A Tello Jun-05| 3850 225 000 0.00 0.0o 0.00
|| 294 Don A Tello Jul-05 80.00 19.50 0.00) 0.00 0.oo 0.00
| 284 Don A Tello | Sep-05| 151.00 1350 000 0.00 000 0.00
L] 294 Don A Tello | Oct05 ) 79.00 10.00 000 0.00 0.50 0.00
Il 294 Don A Tello | MowDS| 7150 800 000 0.00 000 0.00
| 384 Don & Tello | Jan-DB| 8800 B35 000 0.00 000 000
|| 294 Don A Tello Feb-0B6| 3975 075 000 0.25 0.oo 0.o0
|| 3409 Don O Hotey | Jukos | BA75 250 000 050 000 000
| 349 Don Q. Hotey Sep-05| 101.50 325 000 0.00 0.oo 0.o0
L 410 Phil Meup Jul-05 7600 300 000 000 0.00 0.00
| 410 Phil Meup | Gep-05| 12250 700 000 075 000 0.00
]| 410/ Phil Meup Ock05 [ 5525 B75 000 0.00 0.oo 0.oo0
| 432 Baverley Hills | Jun-D5| 4000 450 000 0.00 000 000
L] 432 Beverley Hills Jul-05 80.00 B.00 0.00 0.00 0.0o0 0.o0
L] 432 Beverley Hills | Bep-05) 156.25 18.00) 0.00| 0.00 0.00 0.00
| 432 Baverlay Hills | Oct0s| 7EFS 575 000 000 000 0.00
|| 432 Beverley Hills Mow-05| B8.25 275 000 0.00 0.00 0.00
L 432 Beverley Hills Jan-06 | 11075 275 000 D050 0.00 0.00
[ 432 Beverley Hills Feb-06| 40.00 150 000 0.00 0.oo 0.0
AT D medar Lowln il NE InEN 7R nnn. nas nnn nnn bt
Record: 14 [ T e ]| of sriFiersd) 4 »

Create Quarter Logs Database

The form in Figure 19.20, allows the user to create a database that contains the logs,
daily summary, weekly, bi-weekly and semi-monthly totals for a particular quarter. The list
also allows to edit the quarter files list.

To access the window, the user must go to the Utilities menu, and then selecting the
Connect Data option. Once there, the user will select Quarter. The user will find the next

fileds:

® Quarter - USing the calendar or by B Crear Base de Datos de Registros Trimestral E|
entering a single date, the quarter to Trimestre
E| 12/21/2006 - | 4 Crea Datos/Elimina Records ‘

export is selected. There’s a field

that shows the selected quarter

Exporta de: C:Program g
Data de Files\DigiPuncher\DigiPuncherD ataPunches mdb
number. Registros

Trimestres Exportados

e Create Data/Delete Records - this File

& | CProgram Files\DigiPuncherDigiPuncherDataPunches mdk

button starts the process of creating

a quarter database, the logs file and

related summaries are copied to the

new database, then the exported Exit

records are eliminated.
Figure 19.20
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Note: This process must not be done if the user isn’t familiarized.

o Logs Data Exportation - this field shows the database information that is going to
be exported. In case the user needs to use a different database, he/she can also select

other databases with this button.

o Exported Quarters - this list shows created quarter databases. It’s supposed that for
each quarter, the user creates a different database, so that the database can be
recovered if neccesary. Through this list, the user can make changes, add or delete

created records.

Once the corresponding fields have been filled, the user will press the Connect
Table button, to activate the selected changes. This process will be made at the end of

each quarter.

REPORTS I

Employees Without Logs

The form in Figure 20.1, shows the employees that do not have logs or
absenteeism records for each day in a period. To access this form, the user must go to
the Processes menu, and then select the Employees Without Logs option. Once there,
the user can filter the form according to the fields it provides.

The list that the form generates, is based in the employees’ schedule to determine
if he/she was supposed to work that day. The Holidays list and the Apply Holidays field
is used to determine if the employee has to work for those days. It also consider hire and
termination dates and employee status.

At the top of the form, there are fields that are used to filter the information, as

well as the period to be examined.
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Once the user have established the list criteria, it will appear on screen the next

information:
e Empl
o Date
e Name
o Class
e Dept

& Empleados sin Registros

Claze [Hourly ¥ lﬁj Ernpl Mﬂ Dezde 4t ar-07 E
Div  |Main Division _~ ﬂ Mormbre | =] Hasta 10-Mar-07 E]
Dept 1Finance3 - ij
Empleados zin Regiztros o Record de Auzentismo para las fechas de amba @I@
Empl | Fecha | Nombre [Clase|  Divisién 1«]
] 260 04-mar-07 | Moe Hammad H Main Division  |Financ
[ 264 05-mar-07 | Kibbles M. Bits H Main Division  |Financ
b 264 OB-mar-07 | Kibbles M. Bits H Main Division  |Financ
b 264 O7-mar-07 | Kibbles M. Bits H Main Division  |Financ
] 264 08-Mar-07 | Kibbles M. Bits H main Division  Finane
= 264 09-Mar-07 | Kibbles M. Bits H main Division Finanu:_‘
[ 291 05-har-07 | Arken Saw H tain Divizion Financ
[ 291 06-har-07 | Arken Saw H tain Division Financ
] 291 07-Mar-07 | Arken Saw H tain Division Financ
[ 291 08-Mar-07 | Arken Saw H tain Division Financ
b 291 09-Mar-07 | Arken Saw H Main Division Financ
L 311 05-Mar-07  Barry Lee H Main Divisiaon Financ
. 311 06-Mar-07 | Barry Lee H Main Divisiaon Financ
o) 311 07-Mar-07 | Barry Lee H main Division Financ
31 08-har-07 | Barry Lee H tain Divizion Financ ™
Record: 14 J |71 k|l of 65 {Filtered) L] 4

Figure 20.1 - this form shows employees that have missing logs information for a

determined period.
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Early Logs

The form in Figure 20.3, shows a record list of those employees that in a
determined period, arrived and logged before time based on their schedule. To access
this form, the user must go to the Processes menu and then choose the Early Logs option.

In the Configuration File, DigiPuncher defines a file with the minimun minutes to
consider a log as early. This form uses the file to determine if the log is consider early,
or if it fits the established normal period. If the arrival log or the arrival log after meal is
before the established minutes, this list will show the date and the employee number for

those employees that made early logs.

B Registros muy Temprano E@@
Clage  [Hourly - ﬂ Horario hd _p(_| Desde| 07-Feb-05 EJ
Div. [ManDivision ] %] Empl al ¥ Hasta| 12Feb05 @]
Dept - 1] Mombre | j
Registros muy Tempranos @@
Empl | Fecha Nombre It [ In2 Horario | Clas «|
| | 244 10-Feb-05 |Les Ismore B:02:05 AWM 11:30:00 AWM 7:304 - 4:00 Hourly
| | 244  11-Feb-05 |LesIsmore G:05:13AM | 11:30:00 AM | T:30A - 4:000 Hourly
| | 252 07-Fehk-04 |Jean Poole B:27: 39 AM 1130000 AW T304 - 4:000 Hourly
| | 252 08-Feb-05 |Jean Poole B:2841 Ab 0 11:30000 AWM 7:304 - 4:00 Hourly
| | 253 | 09-Feb-05 |Jean Poole 62754 AM | 11:30:00 AM | T:30A- 4:000 Hourly
| | 253 | 10-Feb-05 |Jean Poole f:3318 AM | 11:30:00 AM | T:30A - 4:000 Hourly
| | 252 11-Feh-05 |Jean Poole B:29:06 AW 11:30000 AW T304 - 400 Hourly
| | 257 08-Feb-05 | Ora Nge BI3E 26 AWM 11:30000 AWM 7:304 - 4:00 Hourly
| | Z6G 09-Feb-05 |Bea Honey 4:01:51 PM - 21755 AM  8:00A- 5000 Hourly
| | 267 08-Feh-05 | Gene Poale 72484 AW 12:30000 PM 8004 - 5:000 Hourly
| | 267 09-Feb-05 | Gene Poole 72839 AM 0 12:30000 PM 8:004 - 5:000 Hourly
| | 267 | 10-Feb-05 |Gene Poole V2321 AM 1230000 P 8:004 - 5:000 Hourly
| | 271 07-Feb-05 |R M Pitt G:01:02 AW 1130000 AWM 72004 - 4:00 Hourly
| | 27 08-Feb-05 |R M Pitt 5959 Ab 0 11:30:00 AW 7004 - 4:00 Hourly
| | 27 08-Feb-04 |R M Pitt A58 40 AW 11:30:00 AR T004 - 4:000 Hourly
A 10-Fehb-08 |R M Pitt A03:25AM | 11:30:00 AW 7004 - 4:00 Hourly
| | 271 11-Feb-08 |RE M Pitt B:02:09AM | 11:30000 AWM 7:00A - 4:00 Hourly _
Record: 14 [ 1 v |P]ot] of 221 (Fikeredy 4 LH
Figure 20.3
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Lateness Report

DigiPuncher provides a function that allows the user to establish lateness that an

employee has in determined period. To access this form, the user must go to the

Processes menu, and then access the Lateness option. Once there, the user can filter the

information according to the next fields:

screen with the employees that fits the requirements. This list can be printed by the user.

H Informe de Tardanzas Q@|@

Empl
Dep.

Grace Minutes - indicates the number of grace minutes which the system is

programmed to count as lateness. Ex. If an employee arrival time in schedule is

8:15 am, the system is configured to give 15 grace minutes and it will not count

as lateness.

From

To

Once the user stipulates the filtering criteria, the program will show a list on

Die -] %]  Empl B Desde:[| 02Map05 M|
Dept x ﬁl Hombre | j Hasta: | 05-bap-05 E
Mirutos de Gracia: ,T % @_
Empl | Hombre |Inic| Apellidos | Fecha | In1 Ourt | In2 | Out2 | Horario |ﬂ
| | 148|Barry Special 9422005 720 AM TS0 AM 1Z00PM 12:30PM 700 AM
| | 157|Emmy Mert S/352005 A7 AM T:30AM 1Z00PM 1230 PM 700 AWM
| | 151 |Emmy Ment 5402005 721 AM TE0AM 1200PM 12:30PM 700 &AM
| | 157|Emmy Ment Si9f2005 V16 AM TS0 AM 1Z00PM 12:30PM 700 AM
| | 153N Q. Bator 5512005 727 AM 1200 PMW 1250PM 426 P 700 &AM J
| | 154|Emil Zonwheels 9432005 7:30AM 1:353PM 1S6PM 4:00PM 700 AM
| | 154|Emil Fonwheels 5452005 W26 AM 12:00 PM 700 Ak
| | 158|Holden Thebag 5202005 721 AM TE0AM 1200PM 12:30PM 700 &AM
| | 160|Dame Seline 5i372005 730 AM 1Z200PM 1230PM 401 PM 700 &AM
| | 160[Dame Seline 5512005 721 AaM TES0AM 1Z00PM 12:30PM 700 &M
| | 1E8|Spring Cleaning 2422005 721 AM TS0 AM 1Z00PM 12:30PM 700 AM
| | 1E8|Spring Cleaning 50452005 21 AWM T:300AM 1200 PM 700 Ak
| | 1B8|Spring Cleaning 5572005 718 AM TE0AM 1200PM 12:30PM 700 &AM
| | 179|kst A Loy 50472005 734 AM 1Z200PM 123530PM 355 PM 700 AM
| | 179[Kat A Log Si5/2005 740 oM 1200 PMW 1250PM 2221 P 700 &M -
Record: 14 ] [ 1 »m of 89 4 b

Figure 20.4
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Absenteeism History

To access the Absenteeism History form (Figure 20.5), the user must go to the
Employees menu, and then choose the Absenteeism History option. This form allows
the user to manage employees’ absenteeism records. The program selects all those
employees that have been absent in a determined period (determined by the user),
allowing him/her to see the hours quantity and absenteeism reason. At the top of the

form the user can find a series of filtering fields that we have been explaining through the

guide.
1. Class
2. Dept
3. Empl
4. Name
5. Reason - the user must select from the list, eight absenteeism posibilities that the

system offers. Once the reason is selected, the system will show only those

employees with the absenteeism reason selected.

Figure 20.5 . B Historial de Ausentismo

Claze i ﬂ Dept - ﬂ Desde 14-Aug-05 E
Div -] %]  Bazén -1 %] Hasta| 178ugls |
Empl | | =1 %]
illl;l Historial de Ausentismo e | EJ §|
Empl | Nombre Fecha | Razén | Horas | Nota =
| | 333 LouZer 15-Aug-05 | Sickness 6.00 Se rompid el brazo H
| | 333 LouZer 16-Aug-05 Wacation 6.00 H
| | 215 | Spike D. Ball 16-Aug-05 Sickness 6.00 H
| | 215 Spike D. Ball 17-Aug-05 Vacation a.00 H
| | 336 Galvation 15-AuQ-05 Sickness  8.00 H |
| | 336  SalVation 17-Aug-05 Vacation 2.00 H
| | 229  Lita Gudlife 148-Aug-05 | Wacation 2.00 H
| | 132 noe Action 16-Aug-05 | Sickness 3.00 H
| | 149 Emma Barrased 16-Aug-05  Sickness|  3.25 Le dieron mareos H
| | 184 Chastity Belt 15-Aug-05 VYacation a.00n H
| | 200 Dellnguint 17-Aug-05  Otro 2.00 Cita médica H
| | 244 Leslsmore 16-Aug-05  Otro 2.00 Graduacion del hijo H
|| 41 Ben D. Rules 18-Aug-05  Sickness 2.00 H
| | 41 Ben D. Rules 16-Aug-05 | Otro 2.00 H
L 124 Bud Dha 17-Aug-05 | Sickness 3.00 H
|| 235 | Mira Ondewal 16-Aug-05 | Yacation 3.00 H
107 | Mike Medley 16-Aug-05 Yacation 2.00 5
Record: | 4| 15 kM| d]of 35 4] v
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Note - this option is to comment an absenteeism addition or edition, for example,
in a Personal absenteeism, the user can comment the reason for this absenteeism

(Doctor’s Appointment).

7. From
8. To
9. Generate - it is used to enter prolonged absenteeism periods instead of doing it
day by day.
Add Absenteeism

The Figure 20.6 shows the form that allows the user to enter prolonged

absenteeism periods, instead of doing it day by day. To access this form the user must

go to the Employees menu and then access Absenteeism History, once there the user

must press the Generate button. Through this process, the system generates for each day

in the period, a record in the employee’s absenteeism history. The system follows the

employee’s schedule and the company’s holiday configuration. To add an absenteeism

record it is necessary to fill all fields in the form. The required fields are the following:

1. Empl
2. Name
3. From
4. To
5. Hours - absentecism total hours. |- X|
The system calculates the hours -
taking in consideration the dates in Ernal 44
the “To” and “From” fields. e T =
6. Reason - a reason is selected from
. . Fech 5/16/2005
the provided list. S =
Cadigo |Otra s
The user must press the OK button Horas —sm
to process and create the absenteeism Notas Eraduigsion:dek i
records or Cancel to close the form. It is
usually used for long absenteeism such as o/ Ok | Xcancel |
Vacation or Maternity. Figure 20.6
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Vacation & Sickness Accumulation

The form in Figure 20.7 shows the monthly accumulation for Vacation and
Sickness. To access the form, the user must go to the Employees menu and choose the
Vacation & Sickness Balance option. There, the program shows, for each month, the
total hours worked by employee, the previous month vacation and sickness balance, the
monthly vacation and sickness accumulation, the total vacation and sickness hours taken
in the month, and the final vacation and sickness balance.

To configure the initial vacation and sickness balances, the user must go to the
Enter Initial Balances option, in the Employees menu. The user must select the
employee to designate the initial balances and edit it. The Figure 20.8 shows an example
of the window that the user will see on screen.

For an employee to accumulate vacation and sickness hours, the “accumulate”
box must be checked in the Employee File (see Edit or Add Employees). The parameters
that define how many hours a month an employee must work in order to accumulate
vacation and sickness hours, are configured in the Policies section. Also, the Policy
defines which hours count as worked, and the quantity of hours that will accumulate each
month for vacation and sickness.

This form it’s also used to process the employees’ monthly accumulation. The
Calculate Button is used to make this process. This button allows the user to recalculate
one or more months, according to the included months in a period selected by the user.

The form contains a series of fields to filter the information:

Class
Dept

Empl
Name
From

To

N kR w D=

Use Hire Date for Calculation - this button is used to make calculation based on
the employee’s hired date instead of the natural month. Meaning, if this option is

not selected or checked, the system will calculate the month accumulated hours
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5 Acumulacidn Mensual de Vacaciones y Enfermedad

Figure 20.7 - =
through this Claze IHourl_l,l 'iﬁ Empll ‘ij ﬂ Desdei tar-05 _@;!
window the Div  |Main Division _~ i _}Sj Nombre! =] Hasta ] Jul05 _@J
user can see the | Dot [Frorsge Packe =] x|
accumulated Acumulacion de Vacaciones v Enfermedad ._EEEEEEETP.S._! ;Ej_éil
vacation and Empl| Nombre | Mes [Trabajad] VacPrevBal [ VacAccumn | VacTaken | VacEndBal | SickPre «
. B | 137 Dafiy Nition Mar-05 | 12825 6.000 6.000 0.00 12.00

sickness hours || 137 DafiyMion | Apr05 | 105.25 12.00 0.00 0.00/ 12.00/ L
available for an || 137 DaffyNition | May-05| 67.75 12.00 0.00 0.00 1200
employee. || 137 Damynition | Jun-05| 10200 12.00 0.00, 0.00 12.00

|| 137 Damymiion | Jur0s | 12675 12.00 5.00 0.00, 18.00

| | 160 Damesaline | Mar-05 | 14350 B.00 B.00, 0.00 12.00

|| 160 Damesaline | Apr0s | B7.25 12.00 0.00 0.00 1200

|| 160 Dame Saline | Mawns| 11435 12.00 0.00 0.00 12.00

| | 160 DameSaline | Jun-0s| 5375 1200 0.00 oon 1200

|| 160 Dame Saline | Ju-05 | 12525 12.00 £.00 000 1800

| 153 George o Mar-05 | 254.00 5.00 5.00 0.00 12.00

|| 163 ceorgelo | Apr0s | 17675 1200 5.00. 0.00 18.00

| | 163 ceorgeln May0s| 12550 18.00 B.00 0.00 24.00

|| 163 Georgeln | Jun-05| 21475 24.00 B.00 0.00 30,00

|| 163 Georpeln | JukDs | 21635 30,00 B.00, 0.00 36.00

|| 177 KatLiter | mMar05| 20850 5.00 5.00 0oo 1200

|| 177 KatLiter | Apr0s | 17125 1200 B.00 oon 100

| | 177 KatLitter May-05 40.00 18.00 n.oo n.oo 18.00

|| 177 KatLitter Jun-05 naoo 18.00 n.oo 0.00 18.00 -

Record: 14| 4 [T 1 _b | M|p#]of 150(Fikered) 4| | _»I_]

€ Use Hired Date for Calculation

B Balances Iniciales de Yacaciones y Enfermedad Figure 20.8 -

Claze I - I _)Sj Empl (o'} I ﬂ tes de Comienzo I Sep-2004 with this form,

Div =1 %] Mombre = g8ls initial vacation

Dept ] x| —i—! and sickness

= balances can
Empl | Hombre Mes Hrs Trabh. | Vacaciones | Enfermedad Division | be designated

|| 171 Mosh Count Sep-2004 11:3.00 10.00 1200 Wain Division Accal 1

[»| 175 MayDinheaven | Sep-2004 | 12000 10.00 12,00, Msin Division accnr | 10 an employee

| 185 IC Lite Sep-2004 110,00 5.00 500 Main Division Procu | 1n particular.

|| 1 93: John Crapper Sep-2004 115.00 10.00 12.00 Main Division Prociu

*

Record: 14| < || z | Pl |pk] of 4 | | o

according to the payroll weeks corresponding to that month. But if the option is
checked or selected, the system will calculate the accumulated hours based in the
employee’s hired date until a month worked. For example, if an employee is hired on
April 13, the system will calculate worked hours until May 12 to determine if he/she
worked enough hours to accumulate that month, instead of only calculate the worked

hours until the last payroll for April.
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The list that will appear on screen, will show the records for monthly

accumulation for the months included in the selected period. A brief description for each

field is next:

1
2
3.
4

10.

11.

12.

Empl

Name

Month

Worked - worked hours in a month. Only hours that will apply for the
accumulation are included. The hours are defined in the Policy menu.
VacPrevBal - vacation balance for the previous month. If a previous
accumulation record does not exist, the initial vacation is extracted from the
employee’s record.

VacAccum - vacation hours that the employee accumulates in a month. The
employee’s Policy establishes the monthly accumulation in hours, according to
the time working for the company.

VacTaken - vacation hours taken in a month. This hours are the ones that are
entered in the Absenteeism History form.

VacEndBal - final vacation balance in a month. The final balance is the initial
balance plus the accumulation, minus hours taken.

SickPrevBal - if there is no previous accumulation record, the initial sickness is
extracted from the employee’s record.

SickAccum - sickness hours that the employee accumulates in a month. The
employee’s Policy establishes the monthly accumulation in hours

SickTaken - sickness hours taken in a month. This hours are the ones that are
entered in the Absenteeism History form.

SickEndBal - final sickness balance in a month. The final balance is the initial

balance plus the accumulation, minus hours taken.

Once the user selects the wanted criteria, the system will allow the user to

generate a report based on what is shown on screen.
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Monthly Absenteeism

The form in Figure 20.9, allows the user to see, month by month, the absenteeism
history for a specific employee. To access the form, the user must go to the Employees
menu and then select Monthly Absenteeism. Once there, the user can select the
employee, through his/her ID number, and the form will show on screen each one of the
absenteeism for the selected employee and month. Said absenteeism records will be
represented by colors; each absenteeism type will appear in a different color.

Like most of DigiPuncher forms, this form provides different fields that will

allow the user an easy search:

o Empl - after entering the employee’s number, a calendar shows on screen, with
the last month with an absenteeism record.

e Month - after entering the employee’s number, in this field the user can select
each one of the month with absenteeism records. Select a month from the list to
show the calendar and to see the absenteeism record.

The calendar also shows the department name, the employee’s number and name.
Also a legend with the meaning of each one of the eight types of absenteeism, according

to the ones configured by the user.

Absenteeism Report

To access this form (Figure 20.10) the user must go to the Employee menu, and
then go to the Monthly Absenteeism Report option. There the user can see the
information registered in the the employees’ absenteeism for an specific period. Also,
the user can filter the information, it offers fields such as Class, Departments and
Employees, they’re used the same way as in the previous forms. It also allows the user
to generate reports that can be shown on screen.

This report allows the user to see, not only hours that the employee was absent,
but worked hours in the month, labor days in the month, regular hours, penalties that

accumulated, and different absenteeism reasons with their respective hours to each field.
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B Ausentismo Mensual E|@
Empt[ 233 q Mes [ 8772006 -

| Dept | Empl | Hombre | Leyenda
| Inventony | 233 | Chip M. Dale | !

Figure 20.9 - absences are represented
by different colors for an easier view.

Pl Exit

B3 Ausentismo Mensual

LClaze 1Hourly - _}Sj EmpH _g_J ﬁ Del Mes: 1 Sep-2005 E
Div [Main Division _~| K|  MNombre | =] AlMes [ Now2ls @)
Dept 1 - 1._1 E é
Empl | Hombre | Mes |Horas Lab|Dias Lab|Dias Trah| Hrs Reg|\lacat| Enfer| MatEI| Other1 |0ther2|:1

| | 111 Fred Finely Sep-05 16500 il 23 17500 0.00 1600 000 0.00 0.00
| | 111 Fred Finely Qct-05 6500 21 200 15550 16.00 000 000 0.00 0.00

| | 111 FredFinely Move-05 165.00 i 11 §5.00 0.00 000 000 0.00 0.00

| | 113 lanInwood Sep-03 165.00 | 21 15625 000 000 000 0.00 0.00

| | 113 lanInwood Oct-05 165.00 | 22 17400 000 000 000 0.00 0.00

| | 113 /lan Inwoad Mow-05 168.00 il 7 4700 000 000 000 0.00 0.00

|| 114 Mary M. hain Sep-03 16500 al 24, 171.00 0.00 000 000 0.00 0.00

|| 114 Mary M. hain Oct-05 165.00 | 25 17400 000 000 000 0.00 0.00

|| 114 hary M. Main Mov-05 165.00 | g 36.00 0.00 000 000 0.00 0.00

| | 116 Quin Gualson Sep-03 165.00 | 23 17550 000 500 000 0.00 0.00

| | 116 Quin Gualson Oct-05 165.00 | 200 15550 000 S.00 000 0.00 0.00

| | 116 Quin Qualzan Mow-05 168.00 il g E3.25 000 000 000 0.00 0.00

| | 118 Penny Servly Sep-03 16500 21 200 141.25 0.00 000 000 0.00 0.00

| | 118 Penny Servly Oct-05 165.00 1 15 107.75 6.00 900 0.00 0.00 0.00

| | 118 Penny Servly Movy-05 165.00 i 10 7275 000 000 000 0.00 0.00 -

Record: M| < [[~ 1 _» | 1[s¢] of 1008 (Fitered) 4 > Figure 20.10

The user can also print a detailed assistance report for a particular employee. In
the Employee menu, the user must go to the Monthly Assistance Report, Figure 20.11
shows the fields to specify to filter the information. Figure 20.12 shows a printed report.
This report shows the information for the selected month, daily worked hours, to-
tal hours such as double, time half, holidays, meal penalties among others, and sickness

and vacation balances for the month.
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Figure 20.11 B Informe de Asistencia Mensual E@E

Clase [Hourly jﬂ Empl 233 Mﬂ
Drept |Invent|:|r_lrl jﬂ Hombre ||:hi|:| M. Dale j

Mes [ Sepoits  m| B|S
B| Exit

Chip H. Dale

DEFT: Inwentory EMPL: 233 SSHUM: 535550133
September-2005 Ladts [Dsrugfon Total
i Man T Woed Tha Fri St | [acaton 5.m
| - 3 7 Ekkess &0
Q.00 a.50 540 4 fotier 500
§ 8.00 3 |Fuerl g
G BacdWweather =i}
f g 3 i 3 B T3] 7
7.75 7.75 8.00 7.80 T Permial Lo
4 E.00
11 12 13 14 13 16 17
a.00 a.00 5.00(" ! 740
i Nl 7800
18 14 20 21 22 23 24
a.00 8.25
2 B.00
23 26 27 25 29 30
r.on
1 &.00 7 8.00 & &.00
Horas Extra Pan. &lrn. 2dHrs Feriado Wacaciones Eal.&nt. | Aceun | Tomado | Bal Fin
10<.00 1.75 oon onoo ooo 200 =l 2000 200 200 2000
Erferrnedad | Maternidad thert Mherz Other3 therd Enf 2100 500 200 1200
.00 0.oo 200 200 200 1900
Tatal Horas
121.75
0] (il izt I iZut Hours § Codm | Meal Z4Hrs Hil ¥ Wae Sl K Mater | Crvers | Tofal Hre
OlZepis | T TOAR 1200 PR 1300 PM S PN Goo0 1.00 a.00
02 S 0 Frl T2ARN 1200 PR 130 PM 124 PN S00 0.30 S.00 230
005 45 s Sat Gl AN 1200 PN 1300 PN 1:31 PN 550 580
Eoepis | o 500
OG-Sep=s | Tee TII0AR] 1200 PR 1300 PN 1303 PR 113 7.75)
O7 Sep0s | Wed T0AR] 1200 PR 1300 PN 335 PN 113 7.75)
DESepls | T G AN 1200 PN 1300 PN 355 PN S00 i 00
09 05 Frl TZSAMN] 1200 PN 1300 PN 1303 PN 7150 750
12 p5 0] TOZARM] 1Z00 PR 1300 PN 1303 PR 00 & 00|
13Ce S [ Tee TOAR] 1200 PR 1300 PN 3355 PN 00 & .00
tgepds [Wed | Tw0am] 20 pM[ 1257 PM 500 300 500
15305 | Th 00
16 -2 05 Frl TAR] 1200 PR 1300 PN 330 PN 750 750
19 G pH3S [l TOSARM] 1200 PR 1300 PN 333 PN 00 & .00
DSRpHES | Te 800 & .00
21Sepls | Wed T0AMN] 1200 PN 1300 PN L35 PN S00 0.25 g 25
26 S S [da]] S 00| & 00|
o-Ge el | Wed G0
ZoGRpHES | T &.00
30-Ee 05 Frl ST AN 1200 PN 1300 PN 255 PN ] 7 00

Figure 20.12

&5



Annual Absenteeism :
B Calendario Asis... Q@E]

The form in Figure 20.13 allows the user DelAfio [ 2004 il
to obtain a calendar of one or various years Al Afio 2004 il

where the employee has absenteeism records.

The user can access this form by going to the Empl B3 a

8l &
| Exit

years, or locate it with the magnifier icon. Once Figure 20.13

Employees menu, and selecting the Annual
Absenteeism option.

First, the user must select the desired

the selection is done the user can use the print or preview buttons to see or print the
calendar in a sheet, by employee.

The report shows each day of absenteeism for the employee with a color or
shadow and an absenteeism code. At the top of the form, there is a table with the
absenteeism summary for the employee, by month. The report has detached absenteeism

hours and their reason.

Note: The obtained logs in the biometric units do not appear in this list, only logs

manually added by the user.

The user can also print an Annual Absenteeism Ticket, by going to the Employee
menu. When choosing this option, a message will appear (Figure 20.14) that will allow
the user to filter the annual assistance information by year and employee. It also allows
the user to see on screen the ticket or print it directly.

Once the year and employee are choosen, the user will see a detailed ticket with
the annual assistance. In Figure 20.15 there is a ticket example. In it, there is detailed
information month by month, and day by day and employee’s assistance. It also shows
general information for the employee, with a fields’ legend for an easier understanding of

this ticket.
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B Tarjeta Anual Asist... @@E Figura 20.14 - with this

form the user can filter
the annual report.
afo [ 2ms 2
w
Empl | 153 QL
F| Exit
Capt Do parfims nio Tags Empl Hom Bra G5 Hum omlenzo | gctw | Tarminaclan Aho Ft:ha
13 Iwe v Honrk | 233 Chip N.Dak 33520133 | 141998 | Acthe 2005 TeLmt
WER Pl [3 |48 |6 [7 |85 (10N P14 {05 16 [0 |18 [ 15 )20 (20|22 | 2% |24 |25 (26 (27 [28 |1 (30|31 Agcum [Tomada | Bal An
T T EL] 1% |Am 430|830 3.7 |49 |40 |950 [200 [a.00 | 2% [400 [a%0|a7d 30| 900|400 [2aa [an0 [rm 1w [ yaz
Eit
Fely 140 (Ao |am [am | a0 a00 (200|400 |aoo]| 300 |aoa |avs| oo |a [a00 (o0 |am d00|d0d |00 |am | tw aaq Van &0 oo 00
Ert 6.0 oo 600
na 300 |3.00 801 | am |49 9] 4% |20 [d0a] ad 300|447 |300 |a® 300|400 |300 |am a0 [a.m [0 | am | yaz 5]  3000] -8 00
Eit 6.0 0o 1200
ap T 124 [ a0 [aoa (200 [am |1 00 [a00 a0 e [ao [a2s 15 [am |27 [ara|asn fo2s s [ am | as0 [as0 [voo [as (S an 5.0 ooal  -120al
Eit 6.0 aoo 1500
May 3.3 | 400 |0 | 040 [40a [4.28 rea |ana|ose [200 |am [am 450 |4 | a0 8% [avs] a0 |q00 [am a0 |40 | 140 Vao 6.0 ] L 00
Ert 6.0 ang) 2400
Juafe [4n [an 2o a.00 |am |4 2.0 [am ] A am |ana|a i [am aga [aa0 [{ 4 [4m van gl  ooo] oo
Eit 6.0 1 1]5) e 11 1]
M a0 440 |400 |90 |am |2 a0 [aoa [am [am [az A EE A EECIET R ERT] A | aw [10% 990 (v | Lo vae &0 oo 00
Ert .00 ang) o0
gl [ T FET] ATh A% [a00|aa0 [a2 300 | aaq TR A40 [400 |am |4m |am a.m a0 [am |z .00 250 950
Eit a0 2400 1500
sep[ Jam [ 2= T8 |am | W ang [am | am TA0 T 17 or IO v 500 500 750
Eit 6.0 a0 1500
ot ) I 201 |am 500 3.2 |40 [ram]es Am [ 473|400 | 500 5| Van sm| zi00] 3 50
Eit 6.0 800 1400
Now e [229 {78 a0 [aoa 424 [roo [as [ars [ax |40 | vaz 0.m ooop - 450
Eit 0m oo Ao
Dec Vac 0.m ana a0
Ert 0.m ana 1440
Leyenda [ o [ = ] [ 1 Jasorn | Prorens | o | el o | B | T

Figure 20.15
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Logs Changes

Desde [ 03JanS g

Hasta[ 31-May-05

Cambios en Heqistros -@ %

Emipl Reqgistro | CostCenter | Empl | Registro | CostCenter | Acciénj
4 1 1M BS2005 12:00:00 P o 1 1M BS2005 12:00:00 P o itels ]
] 1 1M 852005 1:00:00 PM o 1 1M 852005 1:00:00 P o A
] 1 1M 852005 5:00:00 PM u] 1 1M 812005 5:00:00 PM u] A
] x 1I2552005 12:17:00 P u] 22 1I2S52005 12:17:00 P u] A
] x 1H2Tr2005 1:18:00 PM u] 22 12T I2005 1:18:00 PM u] A
] 35 1i2TI2005 3:04:29 P u] 35 TIZTI2005 12:14:31 P u] Exiit
] 35 1i2T 2005 5:05:258 PM u] 35 TIZTI2005 12:14:31 P u] Exiit
] 35 1IZFI2005 12:15:31 P ] 35 1IZTI2005 12:14:31 P ] Eclit
] 35 1IZFI2005 12:14:31 P ] 35 1IZTI2005 12:14:31 P ] Eclit
] 35 1427120035 1:14:00 P ] 35 1IZTI2005 12:14:31 P ] Eclit
] 35 10272003 §:05:28 AM ] 35 102772003 5:05:25 AM ] Al
N 35 1H2TI2005 1:14:00 P o 35 1E2T 12005 1:14:00 P o Aol
N 2 112812005 52302 Ak o Delete
] 2 112852005 T:07:52 Ak o 22 1/25/2005 70552 Ak o Eclit
] 35 142712005 3:04:239 P o Delete

] 1 1/25/2005 5:10:00 Ak o 1 1/25/2005 5:10:00 A o Aol

] 35 1/2472005 5:00:00 A o 35 1/24/2005 5:00:00 Ak o itels ] -

Record: 14 [ 1w of 312 1 »

Figure 20.16

The form shown in Figure 20.16, is used to list changes made to the employee
logs. The list includes, manually added logs, and logs changes and deletions. To access
the form the user must go to the Utilities menu and then choose the Logs Changes op-
tion.

The list shows logs that have been changed in a determined period. The user
must select From and To dates to produce a list with changes made in that period of time.
The list can be printed using the printing options. It can also be filtered with the different
fields, and using the mouse’s right button.

The list shows the original log and the new log. Each log shows the employee’s

number, the log, and the center cost, also the user who made the change or edition.
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System History

Figure 20.17 shows a window to list the history of activities made in
DigiPuncher. To access the window, the user must go to the Utilities menu, and select
the System History option. The list contains the name of the user who performed the
activity, date and time, activity description and type of activity.

Three types of activities are defined: activity, security and changes. To list the
activities in a period, the user must modify the From and To dates. To list the activities
related to an user, use the User field to show the name of the user. To list a type of
activity in particular, the user must use the Activity field. The user must select in this
field, the activity on the list.

The user can also use filters to list or locate history information. Use the printing

options to print a report.

E Vitacora del Sistema g@gl

Uszuaria | ﬂ Desde 04-40g-05 E
fictividad | | ﬂ Hasta| D4-fug-05 E
ﬂ Vitacora del Sistema

Usuario | Fecha | Descripcion | Accion

| |ldaliz FI27/2005 9:0517 AWM Usuario entrd al sistemal Activity
| |ldaliz 2712005 11:05:41 A El usuario abrid la forma de Log de Transacciones del %'-Station. Activity
| |Idaliz 2702005 11:23:14 &M 579 registros recolectados de la unidad #-1 Activity
| |ldsliz 2702005 11:24:28 AM Ze procesaron los registros diarios. Fechas entre 71772005 v 772372005 Activity
| |ldsliz 2752005 12:07:32 PM El Programa fué cerrado por Idaliz Activity
| |ldsliz TI27i2005 4:09:29 PM Usuario entrd al sistemal Activity
| |ldsliz TI27i2005 5:01:30 PM El Programa fué cerrado por Idaliz Activity
| |ldsliz TI28i2005 1:02:03 PM Usuario entrd al sistemal Activity
| |ldsliz Fi2902005 1:02:10 PM Entra & Seguridad de Usuarios v Grupos Security
| |ldaliz TI2002005 5:09:43 PM El Programa fué cerrado por Idaliz Activity

DigiPuncher Admin | 8352005 3:27:45 PM Usuario ertrd al sistemal Activity

DigiPunchersdmin | S/302005 3:28: 28 P El Programa fué cerrado por DigiPunchersdmin Activity
| [Hiobhan B/32005 3:28:39 PM | Uszuario entrd al sistemal Activity
| [Hiobhan 8/3/2005 3:29:24 PM El Programa fué cerrado por Xiobhan Activity
| [Hiobhan 8/3/2005 3:29:32 PM | Uszuario entrd al sistemal Activity
| [Hiokhan 8/3/2005 3:29:42 PM El Programa fué cerrado por Xiobhan Activity

*iokhan B/3/2005 3:29:50 PM Usuario entrd al sistemal Activity

[ Fecord: 14 T | of 35 (Fikered)

Figure 20.17 - System History
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Vstation History

The form in Figure 20.18 shows the logs and activities stored in the Vstation unit,
that have been downloaded and processed to DigiPuncher. The Vstation stores in it’s
memory all template verification activities, templates additions and activities done in the
unit. This information is copied in the unit’s memory and processed in DigiPuncher to
extract verified logs for all employees. All this information is stored in a table in
DigiPuncher for future reference and to verify the information.

The form shows records in a specified period based in the From and To dates.
The period can be extended or reduced by modifying these dates. The list also can be
restricted to show an employee number, even if the number haven’t be defined or
assigned to an employee in DigiPuncher.

To locate an employee, the “name” field or the botton with the magnifier can be
used. The list can be filtered using the mouse’s right button. A printed list can be
obtained or a preview on screen, including employees’ number selection or other filters

applied to the list.

B3| ¥ -Station Log (Historico)

Ermpl — il ﬂ Dezde I 304 ap-05 Q
Mornbre [=]] Intentos|  Exitosos Fallidos Hasta I 0-Map05 E
7 B| 85.71% 1 | 14.29%
Log del-Station [Histarica) El@
Date | Time [ I [index| Hame | Action | cmd Status | Datat | Data2 [ Data3| Port [Read |

| [5£30/2005 T:06:12 &AM 5035 u] “erify ID Success Pazs 94 57 Key Pad
| [5f3002005 T:06:34 AM 5041 i) “erify ID Success Pazz 77 56 Key Pad
L 543002005 TA1:AT AW 5009 u] “erify ID Success Pazs a5 E1 Key Pad
| [5£30/2005 8:46:06 &M 2013 i) “erify ID Success Pazs 73 o6 Key Pad
| |5r30/2005 S:46:22 AM 5030 1 Werify ID Failure Fail a 58 MeyPad
| [5£30/2005 8:46:34 &AM 5030 i) “erify ID Success Pazs g3 73 Key Pad
S5i30/2005 10:24:12 M 1034 u] “erify ID Success Pazs a5 Ed Key Pad

Record: 14| 4 |] I = 4 | |
Figure 20.18
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