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Welcome to WaspTime

WaspTime tracks employees' time and provides a daily reconciliation of time records. This data can later
be exported into your payroll software system and can also be used to generate various management
reports.

Key Features:

Compatible with external payroll providers

PCPunch allows users to punch in at a PC

Generate powerful management reports

Monitors employee attendance

Track vacation, sick and personal leave

Provide flexible shifts

Automate time rounding policies

Quickly retrieve historical data

N RAWN=
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Getting Started Using WaspTime

Step 1: Register
and Activate
WaspTime

The first time you access WaspTime after installation, a screen
will appear prompting you to register the product serial number
and enter an Activation Key. You can use the system for 30 days
without entering an activation key by clicking the Activate Later
button. After 30 days, however, you MUST activate the product
to continue using it.

1.

Click the link on the Activation screen. You will be
directed to the Registration Website.

You can use the product without Activation for a period of
30 days, by clicking the Activate Later button, however it
is recommended that you activate immediately to ensure
continued access to the system.

Enter your address information in the fields provided on
the Registration Website. You should copy and paste
your serial number into the Serial Number field to make
sure you enter the correct number.

An email containing your Activation Key will be sent to
the email address you entered on the Registration
Website.

When you receive the Activation Key, enter it into the
Activation Key field, then click the Activate Now button.

@ WazpTime Activation

The number of days left for evaluating the product is displayed below.

Days remaining: 27

A valid activation code is provided upon registration of the Serial Mumber
http:/fwenw waspbarcode comiregister/register.asp
Serial Mumber Activation Code
0720300124769306340

Help (F1) | Activate Later I

A message will appear stating you have successfully
activated the software.
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Step 2: Enter a
Time Zone

Step 3: Enter Your
Company and
System
Information

Step 4: Create
Groups

Step 5: Create
Employees

Step 6: Setup your
Clocks

The software has the ability to capture and calculate times from
clocks across multiple time zones. The first time you open the
software, you will be prompted to enter your local time zone. This
should be the time zone where your server is located.

For detailed information on entering this information, please refer
to the Time Zone Screen topic.

From the Main Window, select Settings to open the System
Setup screen. Here you can enter your Company information,
Payroll Settings, Payroll Codes, Departments, Absences and
Holidays as well as your email options if you want to receive
system updates and selected reports via email (Professional and
Enterprise versions only).

For detailed information on entering this information, please refer
to the System Setup topic.

You can continue without completing all of the tasks on the
System Setup screen but not all of the software functionality will
be available until all items have the information they need.

From the Main Window, select Groups. The Groups List will
appear. Click New on the Groups List toolbar to begin adding
your groups. For an overviewof the List screens' functionality,
please refer to the topic Working with Lists.

For detailed information on entering groups, please refer to the
Adding/Editing Groups topic.

From the Main Window, select Employees. The Employee List
will appear. Click New on the Employee List toolbar to begin
adding your employees.

For detailed information on entering employees, please refer to
the Adding/Editing Employees topic.

Now you can add your time clocks. To do this, from the Main
Window, select Clocks. The Clock Setup screen will appear.
For detailed information on setting up clocks, please refer to the
Clock Setup topic.

Keep in mind that a typical small business using WaspTime
should download punches at least once a day. Then once every
pay period the payroll administrator should review each
employee's time cards for that period and make corrections for
missing punches, apply absences for holidays and vacations,
export the payroll data, and print reports.

Software activation system licensed under Patent No. 5,490,216



WaspTime User Manual

Logging On

This section discusses the following topics:
Logging onto the System

Changing Your Password

Accessing Forgotten Passwords
Troubleshooting Logging On

Logging onto the System
1. If you have selected to require a user name and password, each time you access the software

after Activation (see the Getting Started section for information on Activating the software), the
following screen will appear prompting for a user name and password.

@WaspTime Login E =] @

Time & Attendance

ser Mame:

Password:

[7] Remember Login Name

Help (F1) QK ] | Cancel

Note: The option to require a User Name and Password is found on the System Setup screen
> Options tab. For more information on this option, please refer to the System Setup topic.

2. Enter your User Name and Password, then click Login.
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Changing Your Password

Passwords can be changed on the Employee screen. For information on this screen, please refer to the
Adding/Editing Employees topic.

Accessing Forgotten Passwords

If you become locked out of the program because you do not remember your password, call Wasp
Support for a temporary password. This password will only work for that day.

Troubleshooting Logging On

If you have more than one instance of the Time Service running, the software will present you with a list
of services from which to select. Finding more than one service is usually caused by having a WaspTime
demo installed on one machine and the actual software installed on another. If more than one service is
detected, while the software is searching, the following screen will display:

Looking For Time Server...

The Time Server far the data was not found.

Lacating Server.
Found 5 Semverz)]

If more than one service is found, you will be shown a list of available services to select from as shown
below:
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# Select A Time Server Service

The application has detected zeveral Time Server zervices running on your netwark, The services
are lizted by computer name. Fleaze zelect the computer that has the Time Server pou want to use
from the lizt below.

IP Addresz/Host Mame Fort Mo

RaIMIER 10002

EMNGL<POBOEFRO 10002

YVISTARELIZBIT 10002

IMFLTD109 10002

IMF 32 10002

< It

] ] [ Cancel

Select a time server by highlighting a listing, then click OK.
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Time Zone Screen

The software has the ability to capture and calculate times from clocks across multiple time zones. The
first time you open the software, you will be prompted to enter your local time zone.

The time zone you enter here should be the time zone where your server is located. Only a user with
Admin privileges can set or change the time zone.

There are a couple of points to keep in mind regarding how the software uses time zones:

1.

2.

The time zone entered on the Time Zone screen should be the zone where the server is located.
Only a user with Admin privileges can set or change the time zone.

A time zone is entered for each employee (on the Employee Screen). This should be the local
time zone for the employee's physical location. All times shown on an employee's Timecard
screen are the employee's local time zone.

A time zone is entered for each clock (on the Clock interface). This should be the local time zone
for the clock's physical location. When you sync the time on the clocks with the server time, the
system will perform any conversions for you (converting the times from the clock's time zone to
the server's local time zone).

To Set Your Time Zone:

1.

The first time you enter the software after installing, you will be prompted to set the time zone.
OR

You can manually change the time zone (if you are setup as an Administrator in Security) by
selecting File > Set Server Time Zone.

The Set Server Time Zone screen appears:

@ Set server Time Zone @

Select the time zone aof the machine that iz wnning the Wazp Time Server.
Thiz time zone iz important because most conversions are done baszed on
the server time zone. |f vou are zetting the zerver time zone far the first time,
zelect the time zone all your exizting employess are in.

Server Time Zone;

Local Time Zone: Central Standard Time [GMT-06:00] Central Time [US & Can

Offget: 000000

[Local Time + Offset = Server Time]

Help | | Set Time Zone | l Cancel
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2. Select the correct time zone from the Server Time Zone drop down.

Note: The Offset field displays the number of hours from difference (if any) between the client
and the server. This field is calculated by the system and cannot be modified.

3. Click the Set Time Zone button.
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Main Window Overview

The Main Window is the first screen you will see when you open WaspTime . This screen allows access
to all other functions in the software via the Main Menu (section A in the graphic below) and Toolbar
(section B in the graphic below).

WaspTime A EI@ 1

File Tools Help

ad B8 =2 Sw=2[] |8

Employees Groups Timecards Clocks Reports Payroll Settings Lists

Time & Attendance

Monday. August 13. 2012 9:24:03 AM Central Davylight Time

Section A: Main Menu

The Main Menu contains the following drop down menus:
1. File - This menu provides access to the following functions:

1. Print Setup - Accesses the Print Setup screen which allows you to select and configure
a local or network printer and specify page setup options such as paper size, orientation,
and margins.

2. Launch Setup Assistant - Accesses the Setup Assistant which guides you through
definition of Company Information, Payroll Settings, Departments, Holidays,
Paycodes and other options.

3. Check for Updates - Allows the system to search for updates to the software.

4. Log off - Logs off the current user.

5. EXxit - Closes the software.
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2. Tools -

1.

10.

1.

12.

This menu provides access to the following functions:

Payroll Export - Calculates and writes your employees' pay period hours worked and
absence time to a file in the selected format. The employees can be filtered by
department and group and the date range can be specified. If you are using QuickBooks,
use this screen to specify which employee's time to send directly to QuickBooks.

Process Holidays - Allows you to apply Holiday hours to the timecard data of
Employees in All or Selected Departments or Groups.

Request Approval - Available in the Professional and Enterprise versions only.
Accesses the Request Approvals screen allowing you to request approvals for selected
employees.

Setup Email Alerts - Available in the Professional and Enterprise versions only.
Accesses the Email Alerts Setup screen where you can configure the software to send
you a notification email when certain situations occur or to receive specific information on
an automated basis.

Process Daylight Savings Time - Accesses the Daylight Savings Time screen where
you can apply Daylight Savings Time to all timecards in your system.

Archive Timecards - Allows you to archive all timecards that fall within a specified date
range.

Restore Archive - Allows you to restore the archived timecard that fall within a specified
range of dates.

Unprocessed Punches - Allows you to see punch data that was not processed by the
software because of Unknown Badges.

Database Backup - Allows you to back up your data and set up Auto Back Up.

Database Recovery - Allows you to replace all information as long as you have been
backing up your database.

Import - allows you to import external data from a File or from QuickBooks.
System Setup - Allows you to enter information regarding your Company and to

establish Payroll Settings, Options, Departments, Payroll Codes, Absences, and
Statutory Holidays.

3. Help - This menu provides access to the following functions:

1.

2.

Online Help - Accesses this help file.

About - Allows you to view and manage your licenses and provides program version
details.

10
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Section B: Toolbar

The Toolbar icons access the following areas:

1.

2,

3.

4,

Employees - Opens the Employee List.

Groups - Opens the Groups List.

Timecards - Opens the Employee List allowing access to an employee's Timecard screen.
Reports - Opens the Reports feature.

Payroll - Allows you to write Department, Group or Employee data from the database to an
external file.

Settings - Opens the System Setup screen.

Lists - Accesses the generic List screen where you can select data to view and create
filters/group settings. The List screens allow you to view:

Anniversaries
Departments
Employees
Groups

Phone Extensions
Organization
Reviews

You can use the filter and group settings to arrange the data as needed, then print or export it.

11
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Email Alerts

This feature is available in the Professional and Enterprise versions only.

You can configure the software to send you a notification email when certain situations occur or to receive
specific information on an automated basis.

IMPORTANT: Before you can use this feature, you must setup your email in the software. For
information on the initial setup process, please refer to the System Setup - Options topic.

Below is a list of occurrences for which you can receive an email notification:

1. When a backup fails
2. When a clock download fails
3. When a clock time sync fails

Below is a list of reports you can set to automatically run and be emailed to you:

Report of all employees with incomplete timecards
Report containing all employees tardy yesterday
Report of Employee Daily Anniversaries

Report of Employee Daily Birthdays

Report of Employee Daily Reviews

abhon=

Below are instructions for setting up email alerts:
1. From the Main screen, select Tools > Setup Email Alerts.

The Email Alert Setup screen appears:

(€3 Email Alert Setup (==

[[l| Send an email when a backup 0
[] Send an email when a clock download fails
[] Send an email when a clock time syne fails

[] Schedule an email report with all employees with incomplete timecards
7] Schedule an email report with all tardy employees

| Schedule an email report of Employes Daily Anniversaries

["] Schedule an email report of Employee Daily Birthdays

[] Schedule an email repart of Employee Daily Reviews

Recurrence:  Schedule: Return E-mail address:
Date: |
11/20/2008
Time: Send E-mail To:
Help ] [ Test Email ance Close

12
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2. Select the checkbox in front of the option you wish to enable. The available settings for your
selection will be enabled.

==

| & Email Alert Setup ==

Send an email when a backup fails
[l Send an oml when  clock download fails |
[7] Send an email when a clock time sync fails

[ Schedule an email report with all employees with incomplete timecards
[7] Schedule an email report with all tardy employees

[] Schedule an email report of Employee Daily Anniversaries

[7] Schedule an email report of Employee Daily Birthdays

[] Schedule an email report of Employes Daily Reviews

Recurrence: Schedule: Return E-mail address:
Date: D
11/20/2008 -
Time: Send E-mail Ta:
04:19 PM : - . 9 e
Help || Test Email Save Cance Close

3. For sending emails regarding backups, downloads and time syncs, you have the following setup
options:

Return E-mail address - Enter a return email address or click the "..." icon to choose
from recently entered email addresses. This will be the "From" address. Below is an
example of the Select screen.

13
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@ Select B

Select one item from the list below...

Lizt of available tems

] Doe.Jane
Doe,John
[ Tuesday,Ruby

Send E-mail To - You can choose to send the notification email to selected
Managers, Admins or a Custom List. Click the "..." icon next to your selection to
view a list of all Managers, Admins, or all Employees (for a Custom List), then
chose the address to which the email will be sent.

For sending emails with scheduled reports, you can choose:

a. Recurrence - Choose to create and send this report Once or Daily. Click the Now
button to generate the report and sent it now.

b. Schedule - Select the Date and Time you want the report to be generated and sent.

e Return E-mail address - Enter a return email address or click the "..." icon to
choose from all employee email addresses. This will be the "From" address.

o Send E-mail To - You can choose to send the notification email to selected
Managers, Admins or a Custom List. Click the "..." icon next to your selection
to view a list of all Managers, Admins, or all Employees (for a Custom List),
then chose the address to which the email will be sent.

You can also choose to send the email to the affected employee and the
employee's manager. For example, if an employee's name appears on the Tardy
report and you have selected these two options, an email will be sent to that
employee and his/her manager.

4. Click Test Email to create and send a test email address entered in the Send E-mail To field
(optional).

5. Click Save when you are done setting options for this email alert. You can continue selecting
email alerts and setting options as needed.
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System Setup

The System Setup window is where you will begin. This window allows you to enter information
regarding your Company and to establish Payroll Settings, Options, Departments, Payroll Codes,
Absences, and Statutory Holidays.

Note: The System Setup screen will appear each time you open the software until you turn this feature
off. Please see the Entering Options section below for information on turning this feature off.

This topic is divided into the following sections:

Entering Company Information
Entering Payroll Settings
Entering Options

Creating Departments
Creating Payroll Codes
Creating Absence Types
Creating Statutory Holidays

Entering Company Information

This is the first tab on the System Setup window. To access this tab:

1. From the Main screen, click Settings on the toolbar, or click Tools>System Setup. The System
Setup window appears with the Company information tab displayed.

@ System Setup =

Company Name:

Information Company Information is used on

reports.

e

Address:

g Payroll
-3‘331 Settings
City:

JE]I Options
— - -
State / Province: Zip Code / Postal Code:

o
'Lx..ﬂ Departments
Phone Number

iy Payroll
=28 Codes

m Absences

ﬂi_:J Statutory
i3] Holidays

Help (F1) <<Previous | |  Next>> [ Exit |
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2. Enter your company information as you want it to appear on reports, then click the Save button to
save your information.

3. Click the Next button to enter your Payroll Settings or Exit to close the System Setup window.

Entering Payroll Settings

Payroll Settings affect how your overtime and pay periods are calculated. To access this screen:

1. If you are going through the steps, click Next after you have saved your Company Information
or, click the Payroll Settings icon on the left of the System Settings screen.

Pay Period: 1. Select the pay period your company uses. For example are your employees

[Bi-Weeld:.r ,J paid every week or twice a manth.

First Day of Week: 2. For weekly, monthly or semi-monthly pay periods, pick the day of the week
i you use a5 the first day of the week. This setting effects how overtime pay is
Sidgeghd calculated. For bi-weekly the first day of the weelk is based on the first pay

period start date.

Pay Period Start Date: ; ; :

= 3. For bi-weekly pay pericd, pick any date that represents the first day of a pay
1/ 772007 E~ E:riod. All previous and subseguent pay periods can be calculated from that
te.

Start 1: Start Z: 4. For monthly or semi-monthly pay periods, specify the first day of the pay
; period. If the employees get paid from the 15th to the 14th, in 3 monthly pay
period specify 15th as Start 1.

The settings above will produce pay periods like; December, 2008
Pay Period I Pay Period |

16

30, 07, 14, 35 28, 04,
Fri 5@ Su MoTu W Th Fri 58 Su MoTu W Th Fri 58 S0 MoTu W Th Fri 5@ Su MoTu W Th Fri 53 Su Mo T

Fayroll BExport
Excport Type: B. Select how you want to export the payroll. Some types indicate a file format,
lNone = others tell the program to export to a third party application. Based on this
selection you may need to enter the company |D and a file.
Company ld:
File

<1}

i

Cancel |

2. Enter information on this screen following the steps provided on the screen as a guide, then click
Save to save your information.

Below are some helpful definitions. These can also be found on the Glossary tab:
a. Pay Period - The actual calendar days included in one paycheck. Any time worked or
vacation spent on the first day of the pay period through the last day of the pay period is

added together to determine total hours worked.

b. Pay Day - The day the paychecks are distributed. A pay day may be different from the
last day of the pay period because it takes some time to calculate and create the pay
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checks. Some companies pay in arrears by some number of days, weeks or even a
month.

First day of the pay period - The first day that time starts to accumulate in a given pay
period. Depending on the type of pay period, the first day of the pay period and the first
day of the week may not be the same.

Weekly Pay Period — This pay period is always 7 days long. It can start any day of the
week, but it starts on the same day every week. There are always 52 pay periods in a
year.

In the software, when you select the first day of the week, the pay period will include that
first day plus 6 more days.

For example, if you select Sunday as the first day of the week, all time on Sunday
through the following Saturday is included on the timecard. If you select Tuesday as the
first day of the week, the timecard will run from Tuesday through the following Monday.

Bi-Weekly Pay Period — This pay period is always 14 days long. It can start any day of
the week, but it starts on the same day every week. There are always two complete
weeks, which means two complete sets of overtime, in each bi-weekly pay period. There
are 26 to 28 pay periods in a year depending on the year and when the pay periods start.

In the software when you specify the date of the first day in any pay period, the software
calculates the first day of the week and all the other pay periods. The pay period will
include the date specified plus the next 13 days. Note that you are not specifying the pay
day but the day pay starts to accumulate.

For example you might select July 23rd. That means that your pay week always runs
from Sunday through Saturday because the 23rd is a Sunday. The pay period would be
the two weeks starting on Sunday July 23rd through Saturday August 5th.

Monthly Pay Period — This pay period means one pay period per month. It can be 28 to
31 days long. You specify the first day of the week because it does not change even if
the pay period does not fall evenly on the selected day. There will always be 12 pay
periods in a year. To define when the monthly pay period starts and ends, you will select
the day of the month that is the first day of the pay period.

In the software when you specify the date of the first date in any pay period, the software
will calculate the length of the pay periods. You can also specify the first day of the week
because the pay period will rarely start on the same day from month to month. This also
means that some pay periods will include partial weeks. For more detail, please see
Partial Weeks in a Pay Period defined below.

For example, you might select July 2nd 2006 as the first day of your monthly pay period.
That means that your pay period for July will run from July 2nd to August 1st— 31 days.
August will include August 2nd to September 1st —32 days. Most monthly pay periods
start on the 1st of the month and are as long as the month.

Semi-Monthly Pay Period — This pay period means two pay periods per month. It is
different from bi-monthly because semi-monthly pay periods are not always the same
number of days. There are always 24 pay periods a year. To define when the pay period
starts and ends, you will select the day of the month that starts the first and second pay
period.

In the software you specify the day of the month where pay starts to accumulate for the
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first and second pay periods. You must also specify the first day of the week because the
pay period will rarely start on the same day month to month. This means that some pay
periods will include partial weeks. For more detail, please see Partial Weeks in a Pay
Period defined below.

For example, if you select the 1st and 15th as the start of the first and second pay
periods. Then for July 2006, the first pay period will be from July 1st through July 14th —
14 days. The second pay period would be July 15th to July 31st—16 days.

Partial Weeks in a Pay Period — Some Monthly and Semi-Monthly pay periods will be
longer than 7 or 14 days and therefore will include partial weeks. These weeks can be
the end of one week or the beginning of another or both.

Assume the pay period type is Monthly and the pay period starts on the 1st of the month
and the week runs from Sunday through Saturday. In 2006, August 1st was on a
Tuesday. The last week of July has Sunday July 30th and Monday July 31st as part of
the week but the rest of the week is in August. The end of the pay period is July 31st. The
30th and 31st is a partial week.

Regular time for each day that is part of a pay period will be included in that pay period.

Using the above July example, if the employee worked 8 hours on Monday July 31st, that
8 hours would be included in the total hours for the month of July.

Overtime is always calculated weekly. If the overtime calculation is daily any overtime
earned on the days included in the pay period will be paid in that pay period.

Using the July 2006 example above, if the employee worked 10 hours on the 30th and 10
on the 31st and the daily threshold was overtime after 8 hours, that employee would get 8
hours of regular time and 2 hours of overtime for each of the last 2 days on his July
timecard totals.

If the overtime calculation method is weekly, once the weekly threshold is reached
overtime on each day included in a pay period will be included in that period.

If the employee worked 10 hours on the 30th and 31st but his weekly threshold of 40
hours was not reached until Thursday, he would see 10 hours of regular time on his
timecard for the 30th and 31st for July. If on the other hand he worked 24 hours a day on
the 30th and 31st his 40 hours would be reached on the 31st and he would see 4 hours
of overtime for that week in July.

If the software is set up to calculate both weekly and daily and choose the best method,
when a pay period includes partial weeks, the method of calculating overtime for the
partial week will default to daily. If the calculation switches from daily to weekly after the
pay period is closed, any overtime due the employee will be paid in the second pay
period. If overtime was paid in the first pay period that was not earned then, it will be
subtracted from the next pay period. The net effect will always be correct and since the
only legal limitation is that overtime be paid as part of the week it was earned.

For example an employee works 9 hours on the 30th and 31st and is given 2 hours of
overtime for that partial week in July. He continues to work 8 hours a day for the next 4
days for a total of 50 hours. Calculated daily he would get 2 hours of overtime but weekly
he is due 10 hours. He has already been paid 2 hours in the July pay period for that
partial week so in the August pay period he will get 8 hours of overtime for the rest of the
week.
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Export Type options are:

@ poooTw

None

ADP Export

ADP EZPay Export
CSV Export
PayChex/Time in a Box
MAS50

PayChoice

If you are using PayChoice, your payroll codes must match those used by PayChoice.
Acceptable codes as of this writing are:

01 — Regular
02 — Overtime
03 — Vacation
04 - PTO

05 — Holiday
08 — Other

13 — Bonus

14 — Commission

These codes are subject to change by PayChoice at any time. We recommend that you
confirm the current paycodes with PayChoice before inputting them into your software.

QuickBooks Export

For information on connecting the software to QuickBooks, please refer to the topic
Connecting to QuickBooks.

3. Click the Next button to enter Options or Exit to close the System Setup window.
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Entering Options

The Options tab allows you to setup a punch interval, select to use military time within the application,

view or modify your server location, check for updates at startup, clear any grid (list) settings, setup your

email for notifications and automatic reports, etc. To access this screen:

1. If you are going through the steps, click Next after you have saved your Payroll Settings or, click

the Options icon on the left of the System Settings screen.

lgnore Punches that repest within:

1 2| [minutes)

[] Military Time
[#] Run Setup Assistant 4t Logon

[#] Check for updates at startup.

| Clear Grid Settings ]

| Setup Email |

[] Totals As Decimal

=1 Allow Managers Access to
— Employee Infa

[#] Show demographics data

Set Password Policy

2. Enter information in the fields using the help text incorporated on the screen as a guide, then click
Save to save your information.

Note: Deselect the Run Setup Assistant at Logon checkbox to stop the System Setup window

To force all users to login before they can use any of this product’s features,
click the Login Reguired check boxc. There must be at least one employee with
Administrative rights before Login Reguired can be turned on.

Sometimes employees are not sure if a punch was successful 5o they punch
@gain right after the first punch. \When this happens the timecard will have an
extra punch that must be manually removed. By setting this value to 1 minute
or mare, the extra punches will be captured but not included on the timecard.

Dizplay time of day as military time (24 hour clock). This setting applies to the
application only not clocks.

‘when chechked, the setup assistant will open automatically when the
application opens.

‘when checked, the application will check the internet for updates and patches
and inform the user if there are any available.

Press this button to reset all the data grids, like the employes list, back to
defaults for all users. Try this if @ screen with a grid on it 15 reporting errors.

Press this button to open a window that will allow you to tell WaspTime how to
send emails using your internal email system.

‘Wwhen checked, the totals in the timecard interface will be displayed as
fractions of hours. Otherwise they will be shown as hours:minutes.

Allow Managers to view and modify sensitive employee data like Social
Security Numbers and Pay Rates.

If unchecked, the demographics data in the new and edit employee window
will not be available,

Set up your password policy. All new passwords must conform to this policy.

Cancel

from appearing each time you open the software.

Clear Grid Settings: The Clear Grid Settings button resets all lists screens, such as the
Employee list, back to the default settings. For information on how to customize your list
screens, please refer to the topic Working with Lists.

Setup Email - Click this button to setup your internal email options. This feature can be used to

email reports. When you click the Setup Email button, the following screen will appear:
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@ Mail Configuration @
SMTP Server Settings
Server:

Paort: 25

= Use S5L for secure Email (by default this is
— unchecked).

[] Use Credentials

Some SMTP servers do not reguire a user name or password. Leave these
settings blank if this is the case (or if you cannot get email settings to work).

User
FPasswaord:
Help | OK ] | Cancel

Enter the Server and Port information. If your SMTP server requires a user name and password,
you will need to enter information in the Use Credentials section.

Totals as Decimals - Select this checkbox to display the times on the Timecard screen as
fractions of hours rather than hours:minutes.

Allow Managers Access to Employee Info - Select this checkbox to allow users setup as
Managers to view and change employee data such as social security numbers.

Show Demographics Data - Select this checkbox to display an employee's demographic data in
the New and Edit Employee screens.

Set Password Policy - Select this button to setup guidelines for passwords. Below is an
example of the Password Policy screen:
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Password Policy [oE%m]

Please set up your password policy. All passwords created after
these changes are saved will be required to conform to these
rules.

[] Minimum Password Length:

[] Minimum Mumber of Numbers:

[] Minimum Number of Symbols:

[] Minimum Mumber of Upper Case Letters:

[] Minimum Number of Lower Case Letters:

Help Save I | Cancel

Select the desired parameter, then enter the limit. For example, you can select Minimum
Password Length, then enter 6 in the number field next to it. This means passwords must be at
least 6 characters long. You can choose any combination of requirements.

For instance, if you make the following selections:
Minimum Password Length =6

Minimum Number of Numbers = 1

Minimum Number of Upper Case Letters = 2

Then passwords must be at least 6 characters, contain at least 1 number and contain at least 2
upper case letters.

3. Click the Next button to enter Departments or Exit to close the System Setup window.
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Creating Departments

You can setup departments into which you can organize your employees. Lists and reports can be
filtered by department for easier viewing. To access this screen:

1. If you are going through the steps, click Next after you have saved your Options or, click the
Departments icon on the left of the System Settings screen. Note that the department
Administration appears by default.

Department Lods Department Name Departments are uzed to group employees on

Adrminiztration reports and to filker employees in lists.

Mew Click Mew to add a Department

Delete Only departments without ary
employees aszigned to them can
be deleted.

Prirk Print & departrnent report.

E wpoit Ewport the department o a
comma separated file.

Detailz
Department Code .
An alphanurneric code up to 4 letters and or numbers for the department
100
Department M ame
Adrinistration A detailed name for the department.

2. Create New: To create a new code, click the New button, then enter an alphanumeric code up to
4 letters and/or numbers in the Department code field, then enter a name in the Department
Name field. For example, the Department Code may be HR, and the Department Name may
be Human Resources. Click the Save button to add the new department to your database. The
new department will appear in the list at the top of the screen.

Modify Existing: To modify an existing department, highlight the department in the list at the top
of the screen. The Department Code and Department Name fields will display the information
for the selected department. Change the information in these fields as needed, then click the
Save button.

Delete: To delete a department, highlight the department in the list, then click the Delete button.

A confirmation message will appear. Click Yes on the message to delete the department. Keep
in mind that you cannot delete groups that have employees assigned to them. If you do need to

delete a department that has employees assigned to it, you first need to assign those employees
to a different department on the Employee screen.
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Print: Click this button to print a list of all departments in your database.

Export: Click this button to export the list of departments to a comma separated file.

3. After you have completed this screen, click Next to proceed to the Payroll Codes screen or Exit
to close the System Settings screen.

Creating Payroll Codes

This screen allows you to create/modify codes for your different payroll types (overtime, regular time, paid
vacation, etc.). If you are using accounting or payroll software, you should enter the codes as they
appear in those applications. To access this screen:

1. If you are going through the steps, click Next after you have saved your Departments or click the
Payroll Codes icon on the left of the System Settings screen.

Payroll Code “ | Payroll Code Desc...| Type | A payroll code is used to categorize all times
{ Regular Pay i Mormal { posted to a timecard. These codes may be

designated by your accounting or payroll
software.

Mew Click Mew to add a code.

Delete Only payroll codes that are not in
— use can be deleted.

Print Print a payroll code report.

Export Export the payroll codes toa
comma separated file.

Details
Payroll Code:

Reg A short (6 characters or fewer) abbreviation for the code for display.
Payroll Code Description:

Regular Pay A detailed name for the code.

[7] Include in vacation accrual Select this checkboo if your third party payroll system tracks vacation

accrual.

2. Create New: To create a new code, click the New button, then enter an alphanumeric code up to
4 |etters and/or numbers in the Payroll Code field, then enter a name in the Payroll Code
Description field. For example, the Payroll Code may be OT, and the Payroll Code
Description may be Overtime. Click the Save button to add the new payroll code to your
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4.

database. The new payroll code will appear in the list at the top of the screen.

Modify Existing: To modify an existing payroll code, highlight the code in the list at the top of the
screen. The Payroll Code and Payroll Code Description fields will display the information for
the selected code. Change the information in these fields as needed, then click the Save button.

Delete: To delete a code, highlight the code in the list, then click the Delete button. A
confirmation message will appear. Click Yes on the message to delete the code. Keep in mind
that you cannot delete payroll codes that are in use.

Print: Click this button to print a list of all payroll codes in your database.

Export: Click this button to export the list of payroll codes to a comma separated file.

If you want this payroll code to be used for vacation accrual tracking, select the Include in
vacation accrual checkbox. If your third party payroll system tracks vacation accrual, make sure
you select this checkbox for any vacation payroll codes to ensure they are accounted for correctly

in the export.

After you have completed this screen, click Next to proceed to the Absences screen or Exit to
close the System Settings screen.
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Creating Absences

Enter codes here that you can later assign to employee absences on the Timecard screen to tell the
system how to calculate pay for those absences. For instance, you can set up some absences to be
included in overtime calculations and others not to be included in these calculations.

1. If you are going through the steps, click Next after you have saved your Payroll Codes or click
the Absences icon on the left of the System Settings screen.

Description Pay Code Paid |  ‘when an employes is absent, the absence time
i Reg ifes {  will be assigned one of these types so the
Haliday HOL Yes Mo program knows how to calculate the weekly time.
Conference Feg Yes Yes
Mew Click New to add an Absence
Delet Only abzence codes that are not in
use can be deleted.
Print an absence report.
Export Export the absences to a comma
separated file.
Detailz
Absence Description:
Wacation A detailed name for the absence.
Payroll Code:

= 3 ~ Pick the payroll code that will be used to code this absence type for
[Fbagular Pay (Reg) ] 03:00 i accounting or payroll. Then enter the default number of hours to use for this

absence.

[¥] Set as Default WaspTime ‘\Web Only - Make this the default absence used for new
absences added to an employes’s timecard.

[#] Paid If this absence is paid it will be treated like regular time worked in the
timecard calculations.

[7] Included in Overtime Calculation Ay time coded with this absence will count toward the overtime threshold or

be included in overime.

ezt = Exit

2. Create New: To create a new code, click the New button, then enter a description in the
Absence Description field. Select a Payroll Code from the drop down list (the Payroll codes
you previously entered will appear in this list), then enter the default number of hours to use for
this absence. The number of hours entered here will automatically appear when this absence is
entered for an employee, but can be changed if needed.

WaspTime Web Only: Select the Set as Default checkbox if you are using WaspTime Web and
want this absence to be the default for new absences added to an employee's timecard. This
means that when you are adding an absences for an employee via WaspTime Web, this
absences code will appear first. You can change it if needed.

Select the Paid checkbox if this absence should be paid and/or select the Included in Overtime
Calculation if this absence should count toward the overtime threshold or be included in overtime
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3.

pay. Click Save when you have entered all information. The new code will appear in the list at
the top of the screen.

Modify Existing: To modify an existing code, highlight the code in the list at the top of the
screen. The fields at the bottom of the screen will display the information for the selected code.
Change the information in these fields as needed, then click the Save button.

Delete: To delete a code, highlight the code in the list, then click the Delete button. A
confirmation message will appear. Click Yes on the message to delete the code. Keep in mind
that you cannot delete absence codes that are in use.

Print: Click this button to print a list of all absence codes in your database.

Export: Click this button to export the list of absence codes to a comma separated file.

After you have completed this screen, click Next to proceed to the Statutory Holidays screen or
Exit to close the System Settings screen.

Creating Statutory Holidays

This screen allows you to enter paid holidays that you can be applied to employees timecards via
Utilities>Process Holidays.

1.

If you are going through the steps, click Next after you have saved your Absence Codes or, click
the Statutory Holidays icon on the left of the System Settings screen.

Holidays are predefined absences that can be
applied to an entire group of employees at once.

Holiday Marne Haoliday Date

Mew Click new to add a holiday

Delete Delate the selectad haliday.

Print Frint a holiday repart.
Expart E=port the holidays to a comma
zeperated file.
Detailz
M ame:
Christmas A detailed name for the holiday.
[Crate:

The date of the holiday. If a haoliday is more than one day you need to create

Monday . December 25, 2006 |+ two holiday entries.

<{ Previous ] [ Wt >

2
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2.

Create New: To create a new holiday, click the New button, then enter a Name for the holiday
and select the Date. Click Save when you have entered all information. The new holiday will
appear in the list at the top of the screen. Keep in mind that holidays spanning more than one
day will need a holiday created for each day.

Modify Existing: To modify an existing holiday, highlight the holiday in the list at the top of the
screen. The fields at the bottom of the screen will display the information for the selected holiday.
Change the information in these fields as needed, then click the Save button.

Delete: To delete a holiday, highlight the holiday in the list, then click the Delete button. A
confirmation message will appear. Click Yes on the message to delete the holiday. Keep in mind
that you cannot delete holidays that are in use.

Print: Click this button to print a list of all holidays in your database.

Export: Click this button to export the list of holidays to a comma separated file.

3. After you have completed this screen, click Exit to close the System Setup screen.
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Applying Daylight Savings Time
The software allows you to apply Daylight Savings Time to all timecards in your system.
Applying Daylight Savings Time:

1. From the Main screen, select Tools > Process Daylight Savings Time. This Daylight Savings
Time screen will appear:

@ Daylight Savings Time |
Step 1: Select Time Zone. Only time zones assigned to employees will be listed.

Central Standard Time (GMT-06:00) Central Time (LS & Canada) -

Select the Daylight Saving Time occurence you want to change. This can be the start or the end of
. Daylight Saving Time. Enter the exact time the daylight savings time change occured. The default time
Step 2: ;one settings are loaded automatically. Only change them if you are sure you have the correct
information.
@ Process Daylight Saving Time Start
Date: Time: Clock Adjustment (+/-min):

Sunday . March 09 2003 [E~ 3.00 AM £0

() Process Daylight Saving Time End
Date: Time: Clock Adjustment (min):

~wermber a ). 1
SOVEMDET UL, LU LU Yl oL

Step3:  Filter Groups [Optional]. Click Filter Groups to select the groups that will have Eilter Groups
this change applied.

Step 4:  Apply to employess. If the box is checked the DST change will be applied for that employee.
Remawing the check in the box will remove the DST change for that employee Applying more than
once to an employee will not add or remove mare time. Only employees who were [N when the DST

change occured will be listed.

_ e d| 'La_astName « | First Name MI Eadg_e Mumb... | Department | Group Name
[] iDoe Jane ; TROR4 - Administration : Salary

| Help (F1) Boply Changes | [ Exit
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2. Select the Time Zone to which you want to apply Daylight Savings Time.

3. Select whether you want to process Daylight Savings Time Start or End. By default, the usual
date for DST beginning and end will be displayed here. You can change the date or time, if
needed.

4. A list of employees will appear at the bottom of the screen. This list displays all employees in the
selected time zone who show an IN punch on their timecard when the adjustment occurred will be
shown. If you have created groups (ex. Salary, Hourly, Temp, etc.), you can filter this list by
groups. When you click Filter Groups, the following screen appears listing all groups in your
system:

- Select @

Select one or more items from the list below, then click
Ok

List of available tems
[¥] Salary

0K || Cancel |

Select individual employees to apply the DST changes to by clicking on the checkbox in front of
his/her name, or, apply DST to all listed employees by selecting the checkbox at the top of the
grid, as shown below:
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S Ve H]’.q:.-._____
f’ﬁm@ izt W emplojse. . _
ance to an employes wme._ e more time. Only employees whao wa’e'TN--.h___,—f”"Ff

change cccured will be listed.

(M | Badge Numb._ | Department | Group Nams

« | First Name

Last Name

5. Click Apply Changes when you have made your selections.
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Clock Setup

WaspTime allows you to maintain all of your attendance clocks directly from the WaspTime application.
Whether you have one clock or 10, or even clocks of different types, this software allows you to setup
and edit your clock settings from one convenient location. Remember, your clocks must be connected to
the network prior to adding them to WaspTime . Please refer to the Quick Start Guide for instructions on
connecting your clocks.

Topics in this section:

Clock Setup Screen Overview

Add Clocks

Edit Clocks

Delete Clocks

Manually Download Punches from Clocks
Setup Automatic Punch Download Times
Setup Clock Synchronization

Verify Clock Connectivity

Important! PCPunch is not treated like a clock. Punches from PCPunch are handled as soon as they are
made by the user; you will not have to download these punches. You will not see each installed
PCPunch in your clock list.

Managing Biometric Clocks: From the Clock Setup screen (Clock Setup > Tools > Clock Utility) you
can add users and fingerprints to your bioclocks and import punches from one clock to another. A user of
a clock is considered to be someone who has an employee badge and fingerprints entered on the clock.

If you are using biometric clocks, there are a few points to keep in mind.

1. Each bioclock holds its own internal database that contains the fingerprint data used to recognize
employees.

2. You can have other bioclocks setup if, for example, you want to have multiple clocks for
employees to use or want to have clocks for a subset of employees to use (for example,
warehouse workers may have their own clock so they do not have to spend time going to a main
clock to punch in and out). In this case, you can upload the fingerprint information to that specific
clock. The point to remember is, if you are using more than one clock, the clock on which an
individual employee will be punching in and out must contain that employee's fingerprint
information, otherwise the clock will not recognize that employee.

3. The fingerprint information is part of your database and is, therefore, automatically backed up
when you backup your database. Note: If you have installed the Enterprise version, the Backup
and Restore options are not available. You will need to manually backup the database.

All of the functions listed below are accessed from the Clock Setup screen (Main Window > Clocks).
The columns in the Clock Setup screen behave as other List screens found in WaspTime (such as
sorting and moving columns). For instructions on how to sort or move columns, and for an overview of
the List screen functionality, please refer to the Working with Lists topic.
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Below is an example of the Clock Setup screen:

File Options Tools

A BT Q

Verify New Edit Delete
Clock Type = | IP Address

0

Download Mow

B &

Download Setup  Time Sync Setup
| Autopoll | Status | Description | Last Download

Clock Setup Screen Overview

The Clock Setup screen is divided into three sections:

Main Menu - The Main Menu contains the following options:

1. File - Click File > Exit to close the Clock Setup screen.
2. Options -

o Server Settings - Click Server Settings to open the Service Settings screen. The
Server Settings option allows you to setup automatic polling options for all of your
clocks that are set to automatically download.

o Refresh - Click Refresh to update the clock list shown on the Clock Setup screen.

3. Tools -
1. Clock Utility - Downloads the latest information from the clocks and allows you to
assign users to clocks.

Toolbar - The toolbar contains the following options:
o Verify

New

Edit

Delete

Download Now

Download Setup

Time Sync Setup

Clock List - This list displays all clocks you have connected to WaspTime
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Adding Clocks

Remember, your clocks must be connected to the network prior to adding them to WaspTime . Please
refer to the Quick Start Guide for instructions on connecting your clocks.

1. From the Main Window, click Clocks on the toolbar. The Clock Setup screen appears (shown
above).

2. Click the New button from the toolbar at the top of the Clock Setup screen. A screen similar to
the following appears:

=

€ New Clock ==

You can search for new clocks an the netwark ar add one manually. Select
the appropriate action and press the Mext button.

@ Search for new clock

A broadcast message will be sent over the network to
search for existing clocks. If a clock does not respond to
the broadcast message, you can add it manually.

1 Add new clock manually

Choose this option if your clock type does not support
auto detection.

[n=]
(¥1]

Help (F1)

Meat = | I Cancel

You have two options on this screen:

Option 1 - Search for new clock: The Clock Setup window searches the network to find clocks
used by WaspTime . This is done by sending out a UDP broadcast to query the network. UDP
broadcasts will generally not travel across network routers, therefore you must initially setup all
clocks that will be used by the software on the network local to the PC on which the software is
installed.

Note: From this point forward, all communication with the clocks is done by TCP, which does
travel across routers. Once clocks have been ‘discovered’ by the Clock Setup window, they can
be moved anywhere on your domain for normal day-to-day use.
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If Clock Setup cannot detect the clock, you will be given the option to add it manually.

Option 2: Add new clock manually: If your clock cannot respond to the broadcast message,
select this option to add it manually.

Select an option, then click the Next button.

3. If you are auto-searching for a clock, a list of found clocks will appear.

Hew Clock ['5_<|

Select the clock pou want to add and press the Mext button.

MAC Addreszs IP Address

[]0.234224154 190.51.90.111
[]oz23429182 130.51.93.10
[] 023515490 130.51.90.203
00:04:50:61:FFEA 190.51.95.130
[] 00:17:61:61:F7:F6 190.51.38.23

[] 00:04:50:61:F7.8C 190.51.38.22

Help(F1) | | <Back | | Mew> | | Cancel

Select a clock, then click Next to continue.

4. The Clock Settings screen appears allowing you to enter setup information.
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@ Mew Clock
Fram thiz farm vou can change the clock zettings. Make the desired
changes ta the clock and continue,

Auta Download Falze
Clock Time
Clock Type ¢5elect Clock Type:>
Dezcription <Enter New Deszcription:
IP Address
MAC Addrezs
Status Active
Timme Formnat 12 Hour Format
Time Zone Central Standard Time [GMT-06:0
Auto Download
Set thiz value to brue to automatically download punches from Hhis
clock.
| Help(F1) |  Back Fish | | Cancel

If ClockSetup automatically detected the clock for you, most of the fields on this screen will be
populated with information. If you are manually adding this clock , complete the fields as
described below, then click the Finish button.

Note: Help for each field will appear at the bottom of the screen as you click on each field.

e Auto Download - Select True from the drop down menu if punches from this
clock will be automatically downloaded. You will set the interval for automatic
downloads on the Server Settings screen. You can manually download
punches at anytime even if you have this field set to True.

Select False if you will be importing the punches manually.

e Clock Time - Enter the current time to set the clock.

Daylight Savings Time Note: Be aware that your time clocks will NOT
automatically update with the correct time for Daylight Savings Time, even if
the PC where the service is installed does automatically update. Usually the
time change occurs at 2:00 am. If you have employees who will be working an
overnight shift that spans 2:00am when the time changes, you will need to
arrange to have someone change the time on the clocks by entering in the
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correct time in this field in ClockSetup. This means you will need to change
the time back or forward one hour at 2:00am on the day the time change
occurs.

Clock Type - Select the clock type from the drop down menu.

If you select a bioclock from the drop down list, a new field - Clock
Fingerprint Algorithm - will appear on the screen.

Auto Download False

Clock Time
=]

lock Fingerprint &lgorithm 10.0

Description <Enter New Description>

IP Address

MAC Address

Status Active

Time Format 12 Hour Format

Time Zane Central Daylight Time (UTC-06:00

Your clock will either be running Algorithm version 9.0 or 10.0. If you are
using a B2000, you will usually be using 10.0, but can change the field to 9.0 if
needed.

If you have a B1100/B1000, you will be running 9.0. The Clock Fingerprint
Algorithm field will display 9.0 and the field will be disabled if you select
B1100/B1000.

If you change the value in the Clock Fingerprint Algorithm t0 9.0 , and you
have already added a clock using 10.0, the following warning message will
appear:

b

Fingerprint algerithm 9.0 is selected for this clock but one or more

! % clocks using algorithm 10,0 are already added to wasptime, Fingerprints
created using different algorithms will need to be re-enrolled, as they
are not compatible,

Clock Settings

oK ] I Cancel
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Description - Enter a description of this clock. You may want to enter a
physical location to help you identify the clock. Example: Clock near the front
door.

IP Address - Network clocks arrive with the IP Address set to 127.0.0.1. In
this case we show 0.0.0.0 in the IP address window. This is a ‘loopback’
address that cannot be used to communicate across the network. In order for
the software to communicate with the clocks, the IP Addresses must be set to
a valid IP Address.

Enter the IP address in this field. Notice that the area where you enter this
information is formatted. Each section can hold three characters, therefore, if
a section has two numbers and a period (.), you must enter the period.

Example: If the IP Address is 555.55.55.55, you would enter 555 55. 55. 55

Note on Editing the IP Address:

Wx100 - If you edit the IP address on this clock, the clock CANNOT be
connected over a router. ClockSetup sends a UDP broadcast message to the
clock when you change the IP address. This message cannot cross a router
(this is the same situation as adding a new clock). You must move the clock
to the local network where the PC on which you installed ClockSetup is
located, then change the IP address. Once the change is made, ClockSetup
communicates with the clock via TCP IP, which can cross a router so you can
move the clock as needed. Changing the IP address in ClockSetup changes
the address in the database and on the clock.

All Other Clock Types - Changing the IP address in Clock Setup changes the
IP address in the database only; the IP address actually set on the clock is not
changed. You will need to change the IP address on the clock as well so
Clock Setup can continue to communicate with that clock. Instructions for
changing the IP address is included in the user manuals that came with your
clocks.

MAC Address - This read-only field will display the MAC address of the clock
when this information is available to the system.

Status - Select Active or Inactive from the drop down menu.
Time Format - Select 12 Hour Format or 24 Hour Format.

Time Zone - Select the time zone where the clock is located.
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5. After you have entered all information, click the Finish button. The clock will be added to
the Clock Setup screen as shown below:

D Clock Setup Pz )

File Options Tools
Download 5etup  Time Sync Setup

Verify MNew Edit Delete

0 .

Download Now

Clock in \Warehouse

Editing Clock Settings

You can edit a clock’s settings by following the instructions below:
1. From the Main Window click Clocks. The Clock Setup screen (shown above) appears.

2. On the Clock Setup screen, highlight the clock you want to edit in the list, then click the Edit
button. The Clock Settings screen appears populated with the selected clock's information.

€ Clock Settings ==
False =
Clock Time 7/30/,2012 3:39 PM
Clock Type B2000
Clock Fingerprint Algarithm 10.0
Description Clock by Front Door
IP Address 10.1.4.179
MAC Address 00-17-61-10-03-2F
Status Active
Time Format 12 Hour Format
Time Zone Central Daylight Time (UTC-06:00) Cer
Auto Download
Set this value to true to automatically download punches from this clock.
[ Seve |[ Coned

3. Make changes as needed, then click the Save button.
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Deleting a Clock

1. To delete a clock from your system, from the Main Window toolbar, click Clocks. The Clock
Setup screen appears (shown above).

2. On the Clock Setup screen, highlight the clock you want to delete and click the Delete button.
The following confirmation screen appears:

Delete Clock? x|

?/‘ Are wou sure you wank ko delete the selected clocks
o

[ es ] [ Mo

3. Click Yes on this screen to delete the clock.

Verifying Clock Connectivity

After you have entered your clocks, you can make sure the application is communicating with them by
"verifying" their connectivity.

1. To verify a clock, from the Main Window, click Clocks. The Clock Setup screen appears
(shown above).

2. On the Clock Setup screen, highlight the clock you want to verify, then click the Verify button, or
click the Verify button without selecting a clock to verify all clocks in your list. The system will be
unavailable while it tries to communicate with the clocks. A symbol appears in front of each clock
with which the system is able to successfully communicate.

Clack Type P Address Autapall

o 190.51.10.234 N
| SR D 190.51.10.233 ez
5 S |20 1905110125 ez

his symbol indicates the application
successfully communicated with the
clock.

If the system is not able to communicate with the clocks, a symbol appears in front of the clock
and a message appears as shown in the graphic below:
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190.51.210.2 Yes Active Clock, in Mail Room

@ Unable to communicate with clock: Clock in Mail Room @ 190.51.210.2,

Flease werify that the WaspTimederver service is running, the dock is connected ko the netwark and has the correct
IP address.

3. If the Verify process is successful, you are finished! When you close and re-open the
application, you will need to click the Verify button again if you want to make sure all clocks still
have connectivity.
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Clock Utility

The Clock Utility screen allows you to download fingerprint and employee information from your
clocks. You can then assign employees in WaspTime to certain clocks. The Clock Utility is useful
when you are transition from an old clock to a new one. You download all employee, badge and
fingerprint information from the old clock and use the Update Clocks feature to assign those users to a

new clock and push the data to the new clock.

1.

From the Clock Setup screen, select Tools > Clock Utility.

)

Download Setup
| Autopoll | Status .

A EDS

Verify MNew E

Retrieving latest information from the clocks

Clocks

= Clock in Warehouse

sa ] [ et )

The Download Clock Data displays all clocks you have connected to WaspTime.

Note: If you try to close the screen by clicking the red x in the top, right corner at this point, the
following warning message appears:
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You have not finished downloading from clocks. Are you sure you want
A to close?

Yes

5

Click Yes to close, No to continue the download process. You will not lose any data if you
close at this point.

2. To being downloading employee data, select the clocks from which you want to download data,
then click the Start button.

Retrieving latest information from the clocks

A progress bar will appear on the screen and the status will display at the bottom.

Retrieving latest information from the clocks Downloading from clock 1 of 1

= -
| Download _ | | Description |IP Address | Clock Type

BB Clock by Front Door 10.14.126

[CConcel ][ e

| Getting data from clack: Clock by Front Door
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When the download is complete, a confirmation message will appear at the bottom of the
screen.

Retrieving latest information from the clocks

Clocks

lock in \Warehouse

Help {F1) Sat || Nex

|F|r1ia‘13d getting user and fingerprint data from all clocks.

Note: If you attempt to close the Download Clock Data screen during the download process,
the following warning message appears:

~

rWaspTime EX

Mo data has been saved to the database yet, are you sure you wish to
cancel?

ves || Ne

Click Yes to cancel the download and close the screen. Click No to continue the download. If
you cancel the download, no new data will be saved to your database.

3. Click the Next button to begin processing the downloaded data.

44



WaspTime User Manual

lock in \Warehouse

|

Finished getting user and fingerprint data from all clocks.

4. |If badges are found on the clock that do not exist in WaspTime, the following message wiill
appear:

The fellowing badges were found on one or more clocks, but are not in
WaspTime, Do you wish to remove them from your clock(s)?
1,10,12,15, 200, 222, 300, 313, 314, 342, 400, 411, 444, 5, 500, 555,

8675309

Click Yes to delete the badges from the clock. Click No to leave them on the clock. Since
these badges do not match those in WaspTime, they will not appear in your downloaded data.

A progress screen will appear if you are downloading fingerprints:

-

@ Inserting Fingerprints @

Retrieving new fingerprints and inserting to database. ..
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5. The Update Clocks screen appears.

Select clock assignments for each employes I

_EEEESS—

Help(F1) Save | [ Update Clocks

This clock lists all employees found on the clocks that match those in WaspTime, along with the
clock(s) they are assigned to.
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There are two ways to assign employees to clocks.

1. On the Basic Assignment tab, you can change clock assignments or assign them to a
new clock by selecting the checkboxes. By default, all employees are selected.

Important! Do not deselect any clock or employee on a clock,
unless you want to delete that employee or all employees from the
clock.

Select clock assignments for each employee

Basic Assignmert [ Employee Clock Assignment |

) (e
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2. The Employee Clock Assignment tab lists the same information as the Basic
Assignment tab, but organizes it in a different way.

Select clock assignments for each employee

Basic Assignment || Employee Ciock Assignmert ||

Select the clocks to see which employees are on this clock

Clock in Warehouse

Lyalable Employees Selected Employees on clock

o) [mecone

The top of the screen lists all clocks connected to WaspTime. Click on a clock to view employees
assigned to it. All employees assigned to the selected clock appear in the Selected Employees on
clock section. By default, all employees will be assigned to a clock. You can manually remove an

employee from a clock (meaning that employee will not be sent to the selected clock) by following the
instructions below.

Employees you have removed from the selected clock appear in the Available Employees section.
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To add an employee to the clock, highlight the employee(s) in the Available Employees section and click
the right arrow button:

Lovailable Employees

3z

The employee(s) will now appear in the Selected Employees on clock section:

Available Employees Selected Employees on clock
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To remove an employee from a clock, highlight the employee in the Selected Employees on Clock
section and click the left arrow:

HLvailable Employess Selected Employees on clock

100 Robberson Tanya

<<

The employee(s) will now appear in the Available Employees section.

Lwailable Employees Selected Employees on clock
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6. When you are done adding and/or removing employees from your clocks, click the Update
Clocks button at the bottom of the screen.

The Push Data to Clocks screen appears. A progress bar will appear on the screen and the
status will display at the bottom.

Uploading to clock 2 of 2

= =] -
| Descripiion IP Address Clock Type Result
g(]odchymeDDm 10.1.4173 B2000 Pass
¥ Clock in'Warehouse 10.1.4.181 RF200

|sending datato clock: Clock in Warshouse

When the upload is complete, a confirmation message will appear at the bottom of the screen.

Clocks
 Description’ IP Address Clock Type Result
&8 Clock by Front Door 1014179 B2000 Pass
& Clock in Warehouse 10.1.4.81 RF200 Pass

.lmdmﬂusermdﬁwgelpmdatatododﬂ.l.

7. Click Close to complete the process and retum to the Clock Setup screen.
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Creating/Editing Automatic Downloads from Clocks

The Download Setup screen allows you to set up a clock for punch downloads into WaspTime and on a
specific date, time and frequency (once, daily or monthly) or edit, export, delete or print an existing
download setup for one or more clocks.

This topic covers:

Creating/Editing Automatic Download Times
Deleting an Automatic Download

Exporting the List of Automatic Downloads
Printing the List of Automatic Downloads
Understanding Download Statuses
Troubleshooting Downloads

Creating/Editing Automatic Download Times

You can setup one or more of your clocks to automatically download punches at a specified time by
following the instructions below.

1. From the Main Window, click Clocks. The Clock Setup screen appears.

2. Click the Download Setup button. A screen similar to the following appears:

# putomatic Clock Download

Mew Delete  Edit éExpl:urt Prinkt

Lizt of Automatic Downloads

Clack, Marme Download.. =  Frequen.. A, +  Description Last Bun  Res..
) Front D'oo i E
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3. Note: This list screen behaves as other list screens in the software. For information on the List
screens, please refer to Working with Lists.

Select the New button to add a new automatic download or highlight a listing on the screen and
click Edit to make changes to an existing download. The Automatic Download Settings screen
appears:

# futomatic Download E|

Dezcription

Daily O ovenload

Fick the Clock this automatic download iz for

Clock by front door , 190.51.99.130 w

Time and Frequency

Frequency that you want this automatic download ko repeat

D aily W
[rate
Time

02:40 &AM &

(] ] [ Cancel

Note: This screen will be populated with the selected download's information if you are editing a
download.

4. Enter a Description, select a Clock and enter the Time and Frequency for the download.
Available Frequencies are:

¢ Once - The download will run once at the specified time.

¢ Daily - The download will run daily at a specified time.

¢ Monthly - The download will run monthly at a specified time. If you select Monthly, you
can choose the day on which to run the download. You can choose from the dates 1
through 28 or End of Month, since all months have dates 1 through 28, while only
some have the dates 29, 30 or 31. (For example, June has 30 days while July has 31
so selecting Last Day of Month will set the download to occur on June 30 and again on
July 31.)

5. Click OK when you have completed the screen. A confirmation message will appear and your
new auto download will appear on the Automatic Download List.
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Deleting an Automatic Download

1. From the Main Window, click Clocks. The Clock Setup screen appears.
2. Click the Download Setup button. The Automatic Download List appears (shown above).

3. Highlight the download you want to delete, then click the Delete button.

Exporting the List of Automatic Downloads

Export allows you to export the entire list to a comma-delimited text file.

1. When the Export button is selected, a screen appears allowing you to specify where the exported
data will be saved on your computer. An example of the Export screen is shown below:

Export To File

Savein: |_':_} by Docurments V e 1:" ;. "

iy jMy Music
b z? -QM@-' Pictures

by Recent
Documents

A
([
Deszktop

by Documents

My Computer
‘;% File marme: || b [ Save l
by Network Save as bupe: | Comma Separated files w [ Caticel ]

2. Make sure you save this to a location you can remember. You must also choose a name for your
file on this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the
system.
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Printing the List of Automatic Downloads:

1. Print allows you to print the list. Select the Print button on the toolbar of the Automatic
Downloads List. A standard Page Setup screen appears allowing you to enter margins. An
example of this screen is shown below:

Page Setup

Faper
Size: T

Source; |.-i'-.ut|:|mati|:all_l,l Select V|

Orientatior arginz [inches]

() Portrait Left: Right:
(0 Landscape Top: Battorn:

ak. l[ Cancel ][ Frinter... ]

2. Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer. To change which printer the list is sent to, click the Printer button on the Page Setup
screen. A Printer selection screen similar to the one shown below appears:

Page Setup

Prirter

M ame: wazp-38.184 an comanche [from INF23)] V| [ Froperties. .. ]

Statuz: FReady

Type: HF Lazerlet 2200 Senez PCL
Where:  TS003

Corment:

k. ] [ Cancel

55



WaspTime User Manual

Understanding Download Statuses (Pass/Fail)

When running normally, your automatic downloads will occur at the specified times with no errors. When
this occurs, the Download Setup screen will list Pass in the Result column. If there is a problem, Fail will
appear in the Results column. When you see Fail, one of two problems have occurred:

The Download Ran with Errors: This means your download did run, but contains errors. The system
will handle this differently depending on the Frequency you have selected.

1. Once - A'Once' schedule will NOT attempt to run again, so you must edit the schedule (by
highlighting the listing on the Download Setup screen and clicking Edit) to attempt another
download in the future.

2. Daily - If a'Daily' download has failed today, the system will NOT try to download again
until tomorrow, unless the schedule is edited (by highlighting the listing on the Download
Setup screen and clicking Edit).

3. Monthly - If a 'Monthly' download has failed today, the system will NOT try to download
again until next month on the date and time specified, unless the schedule is edited (by
highlighting the listing on the Download Setup screen and clicking Edit).

The Download was Missed: This may occur if the service was down at the time the download was set
to run. As with errors, the system will handle missed downloads differently depending on the Frequency
you have selected.

1. Once - A'Once' schedule will run again as soon as the service is back up.
2. Daily - A 'Daily' download will run the next day at the time specified.
3. Monthly - A 'Monthly' schedule will attempt to download again as soon as the service is back up.

Troubleshooting Downloads

Auto-Polling - Keep in mind that if Auto-Polling on the Service Settings screen is set to FALSE, all
automatic downloads, syncs and backups will be turned off. If Auto-Polling is set to TRUE, all automatic
downloads, syncs and backups will run on schedule. Refer to the Service Settings topic for more
information.

Clock Connectivity and Server Log - If you receive a Fail message, make sure your clock is connected.
On the Clock Setup screen, you can Verify the clock to make sure it is communicating with the
software. Refer to the Clock Setup topic for information on Verifying the clocks. If the clock is not
connected, refer to the Clock Troubleshooting section. If the clock is connected, the log will contain
further information on what went wrong. The log can be accessed from Program Files > Wasp
Technologies > WaspTime > WaspTimeServer.log.
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Manually Downloading Punches from a Clock

You can manually download punches from your clocks at anytime, even if you have them set to auto
download.

1. To manually download punches, from the Main Window toolbar, click Clocks. The Clock Setup
screen appears.

D Clock Setup == e

File OQOptions Tools
Download Setup  Time Sync Setup

O .

Download Now

Verify Mew Edit Delete

Clock in \Warehouse

2. You have two choices for downloading:

1. Highlight the clock from which you want to download punches and select Download Now
> Download. This will download punches from the selected clock only.

) Clock Setup
File Options Tools

A5 O

Verify MNew Edit Delete || Download Mow Download Setu

Clock Type « | |IPF Download

Download All

The system will retrieve the punches for you and populate the Timecard Screen in
WaspTime.

3. Select Download > Download All. This will download punches from all clocks.
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File Options Tools

AL DT Q

Verify Mew Edit Delete
Clock Type - | |IPA

Download Mow H Download 5e

Download

Download All

Finished getting punches from all clocks.

A progress bar will appear at the top of the screen while punches are being downloaded.

Downloading from clock 1 of 1
|

| Description

When all punches are downloaded, the bottom of the screen will state "Finished getting punches
from all clocks" as shown in the screen shot above.

Click Exit at the bottom of the Download All Punches screen to return to the Clock Setup
screen.

While the system is downloading punches, all other functions in Clock Setup are unavailable.
You can minimize the application and work on other tasks while the punches are downloading.

Important! If the system is unable to download the punches, an error message will appear and
the icon next to the clock will change. This indicates that the clock is offline. Make sure the clock
is on and that you have the correct IP address entered for this clock. For more information on
possible causes of not being able to download information, see the Troubleshooting section.
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Creating/Editing Clock Synchronize Times

The Time Sync Setup tool allows you to setup a time for your clocks to sync to the server time.
The topics discussed in this section are listed below:

Creating/Editing Automatic Synchronization Times
Deleting an Automatic Synchronization

Exporting the List of Automatic Synchronizations
Printing the List of Automatic Synchronizations
Understanding Sync Statuses (Pass/Fail)
Troubleshooting Syncs

Daylight Savings Time Note

To Setup a Synchronization Time

1. From the Main Window, click Clocks. The Clock Setup screen appears.

2. On the Clock Setup screen, click Time Sync Setup. The Automatic Clock Time Syncs screen

appears.
@Autﬂmatic Clock Time Syncs = [ &[]
Ere S,
= 63 p- N RN
Mew Delete Edit | Export Print

Ligt Of Scheduled Automatic Clock Time Syncs

| Clock Name Sync at | Frequency Active | Description | Last Run Result
Mo records found. Make sure there is no filter set.

[l )| (=]
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3. Click New on the Automatic Sync List. The following screen appears:

6.

@ Automatic Clock Time Sync Setup @

Descnption

Fick the clock this automatic time sync 1s for:

Time and Freguency

Freguency that you want this time sync to repeat:

<5elect: -

| Help (F1) | 0K || Cancel

Enter a Description for this sync in the Description field, then select which clock you want to
sync from the list.

Select the Frequency, then enter a date and/or time for the sync.
Available Frequencies are:

¢ Once - The sync will run once at the specified time.

¢ Daily - The sync will run daily at a specified time.

e Weekly - The sync will run weekly at a specified day/time.

¢ Monthly - The sync will run monthly at a specified time. If you select Monthly, you can
choose the day on which to run the download. You can choose from the dates 1
through 28 or End of Month, since all months have dates 1 through 28, while only
some have the dates 29, 30 or 31. (For example, June has 30 days while July has 31
so selecting Last Day of Month will set the download to occur on June 30 and again on
July 31.)

Click OK to save your auto sync. It will now appear in the List of Automatic Clock Time Syncs.

To Delete an Automatic Synchronization

—_

From the Main Window, click Clocks. The Clock Setup screen appears.

Click the Time Sync Setup button. The Automatic Clock Time Syncs screen appears (shown
above).

Highlight the sync you want to delete, then click the Delete button.
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To Export the List of Automatic Synchronizations

Export allows you to export the entire list to a comma-delimited text file.

1. When the Export button is selected, a screen appears allowing you to specify where the exported
data will be saved on your computer. An example of the Export screen is shown below:

Export To File

Save in: |f:_} My Documents V -~ ? S

iy 2ty Music

4 23 uﬂMy Pictures
by Recent
Docurnents

g
©
Deszktop

ky Documents

by Computer
.;% File name: || » [ Save l
My Metwark  Save as ype: | Comma Separated files w [ Cancel ]

2. Make sure you save this to a location you can remember. You must also choose a name for your
file on this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the
system.
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To Print the List of Automatic Synchronizations

1. Print allows you to print the list. Select the Print button on the toolbar of the Automatic Clock
Time Syncs screen. A standard Page Setup screen appears allowing you to enter margins. An
example of this screen is shown below:

Page Setup

Faper
see |

Source: |.-'1'-.ut|:|mati|:a||_l,l Select V|

Orientatiar Maraginz [ihches]

() Portrait Left: Right:
(O Landscape Tap: Battorn:

] H Cancel H Frinter... ]

2. Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer. To change which printer the list is sent to, click the Printer button on the Page Setup
screen. A Printer selection screen similar to the one shown below appears:

Page Setup

Frinter

M ame: wazp-38.184 on comanche [from INF23] Y| [ Properties. .. ]

Statuz: Ready
Type: HF Lazer)et 2200 Series PCL
YWhere:  TS003

Comment;

F, ] [ Cancel
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Understanding Sync Status (Pass/Fail)

When running normally, your automatic syncs will occur at the specified times with no errors. When this
occurs, the Automatic Clock Time Syncs screen will list Pass in the Result column. If there is a problem,
Fail will appear in the Results column. When you see Fail, one of two problems have occurred:

The Sync Ran with Errors: This means your sync did run, but contains errors. The system will handle
this differently depending on the Frequency you have selected.

e Once - A'Once' schedule will NOT attempt to run again, so you must edit the schedule (by
highlighting the listing on the Automatic Backup screen and clicking Edit) to attempt another
backup in the future.

e Daily - If a 'Daily' sync has failed today, the system will NOT try to sync again until tomorrow,
unless the schedule is edited (by highlighting the listing on the Automatic Backup screen and
clicking Edit).

o Weekly - If a weekly sync has failed, the system will NOT try to sync again until the next
week, unless the schedule is edited (by highlighting the listing on the Automatic Backup
screen and clicking Edit).

¢ Monthly - If a'Monthly' sync has failed today, the system will NOT try to sync again until next
month on the date and time specified, unless the schedule is edited (by highlighting the listing
on the Automatic Backup screen and clicking Edit).

The Sync was Missed: This may occur if the service was down at the time the sync was set to run. As
with errors, the system will handle missed syncs differently depending on the Frequency you have
selected.

Once - A 'Once' schedule will run again as soon as the service is back up.

Daily - A 'Daily’ sync will run the next day at the time specified.

Weekly - The 'Weekly' sync will run the next week at the specified day/time.

Monthly - A 'Monthly' schedule will attempt to sync again as soon as the service is back up.

Troubleshooting Syncs

Auto-Polling - Keep in mind that if Auto-Polling on the Service Settings screen is set to FALSE, all
automatic downloads, syncs and backups will be turned off. If Auto-Polling is set to TRUE, all automatic
downloads, syncs and backups will run on schedule. Refer to the Service Settings topic for more
information.

Clock Connectivity and Server Log - If you receive a Fail message, make sure your clock is connected.
On the Clock Setup screen, you can Verify the clock to make sure it is communicating with the
software. Refer to the Clock Setup topic for information on Verifying the clocks. If the clock is not
connected, refer to the Clock Troubleshooting section. If the clock is connected, the log will contain
further information on what went wrong. The log can be accessed from Program Files > Wasp
Technologies > WaspTime > WaspTimeServer.log .
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Daylight Savings Time Note

Be aware that your time clocks will NOT automatically update with the correct time for Daylight Savings
Time, even if the PC where the service is installed does automatically update. You must set up an
alternate sync at the time of the change. Usually the time change occurs at 2:00am. If you have
employees who will be working an overnight shift that spans 2:00am when the time changes, you will
need to arrange to have someone change the time on the clocks by entering the correct time through
Clock Setup.
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Service Settings

The Server Settings option allows you to setup automatic polling options for all of your clocks that are
set to automatically download.

To View/Edit Server Settings:
1. From the Main Window, select Clocks. The Clock Setup screen appears.

2. Onthe Clock Setup screen, select Options > Server Settings. The Service Settings screen

appears:
Service Settings @
Auto Polling Falze
Server Mame SHARITEST
Server Port 10002
Auto Polling
Select True fram the Auto Polling drop dowvn list if pou want o
automatically poll clocks. when True iz selected here, punch in..
Help [F1] ok || Ccancel

3. Enter or change information on this screen as needed. Help text for each field appears at the
bottom of the screen as you click in the fields. Each field is described below:

¢ Auto Polling - Select True from the drop down list if you want to automatically poll clocks
at a certain time. If this is set to true, all clocks set to download punches automatically
(this option is set on the Clock Settings screen when you add or change a clock ) will
download at a certain interval.

Select False from the drop down list if you do not want to poll clocks automatically at a
certain time. If this option is set to False, clocks will not be automatically downloaded,
even if you have selected True in the Auto Download field for individual clocks.

e Server Name - Enter the name of the computer where you have the Service installed.

Be very careful when editing this field. If you enter incorrect information here, the
software will not be able to communicate with the Service.

e Server Port - This field displays the port number for the server where you have the
Service installed. Usually this number is 10002.
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On the machine where the service is installed, the software will use the port number
you entered plus one port up as well. For instance, if you enter port 10002, the
software will also tie up port 10003, making both unavailable for other uses. If you
enter 1010 here then port 1010 and port 1011 will be used.

Changing the port number on this screen does NOT affect the port being used on the
machine where the service is actually installed. This field tells the software how to
communicate with the service. If you enter the wrong port number here, the software
will not be able to communicate with the Service.

4. After you have entered the information, click the OK button to save your changes.
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Troubleshooting Clocks

The System is Unable to Verify a Clock(s) or Fails to Connect to the Service

| Stopped the Service and Cannot Restart It

Using the Software if There are Multiple Network Cards on the Service Machine
Selecting a Valid IP Address

The System is Unable to Verify a Clock(s) or Fails to Connect to the Service:

This error occurs when you are trying to add new clocks or otherwise communicate with the service, but
your Service Settings are incorrect. This could mean that your service is not running, or that the wrong
port number or server name is entered in the Service Settings screen. You may receive an error
message similar to the following when trying to search for new clocks: To resolve this issue, follow the
steps below.

First Verify that the Service is Running:
Note: These steps should be performed on the machine where the Service is installed.
1. Click Start > Control Panel > Administrative Tools > Services. A list of all

installed services appears. Notice the Status column displays Started if the service
is running. Look for WaspTimeServer in the list.

#y Services (Local)

Select an ikem to view its description, Name Description | Status Startup Type | Log ©n As L]
%Ramﬂta Procedure ... Managest... Manual Metwork 5.,
%Rsmuts Reqistry Enables re,.,  Started Automatic Local Service
%Removahle Starage Manual Lacal System
%Rnuting and Remot...  Offers rout... Disabled Local System
%Secundary Logon Enables st,.,  Started Automatic Local System
%Secunty Accounts ... Stores sec...  Started Automatic Lacal System
%Security Cenker Maonitars s... Autamatic Local System
é&Serv’sr Supports fil.,,  Started Automatic Local System
@ shell Hardware Det... Started Automatic Local System %
%Smart Card Manages a... Manual Local Service
%SQLAgenWWASPDB Manual Lacal System

SSDP Discovery Ser... Enables dis... Started Manual Local Service
%System Ewent Mokifi... Tracks syst,.. Started Automatic Local System
%System Restore Ser... Performss.. Started Autanmatic Lacal System
%Task Scheduler Enablesa... Started Automatic Local System
é&TCF‘;’IF’ MetBIOS Hel.,. Enables su,..  Started Automatic Local Service
%Telephony Provides T... Manual Lacal System

Telnet Enablesar... Manual Local System
%Terminal Services Allows mult,,,  Started Manual Local System

Themes Providesu...  Started Autamatic Lacal System
%Umntarruptihla Pow... Manages a... Manual Local Service
%Umversal Plugand ... Providess.., Manual Local Service

Yolume Shadow Copy  Manages a... [Manual Lacal System

WaspTimeserver Autamatic Local Syst;n-l

WebClient Enables Wi.., Started Automatic Local Service
%Wmdows Audio Manages a... Started Autammatic Lacal System
%Wmdﬂws Firewall/In... Providesn... Started Automatic Local System
%Wmduws Image Ac... Providesim.. Started Manual Local System
%Wmdﬂws Installer adds, modi... Manual Local System
%Wmduws Managem... Providesa... Started Automatic Local System
%Wmdows Managem... Providess... Manual Lacal System
Sawindows Time Maintains d...  Started Automatic Local System
S Wireless Zero Corfi,,,  Provides a,,.  Started Automatic Local Svstem ¥
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1. Highlight the WaspTimeServer listing, then click Start.

*4 Services (Local)

WaspTimeServer MNarne | Description | Status | Startup Tvpe | Log On As ‘
%Remote Procedure ... Managest... Manual Metwork S...
%Remota Registry Enables re...  Started Automatic Local Service
%Removable Storage Manual Lacal System
%Ruuting and Remot... Offers rout... Disabled Local System
%Secondary Logan Enables st...  Started Autarmatic Lacal System
%Sacurity Accounks ... Stores sec..,  Started Automatic Local Syskem
%Secunty Cenker Monitars s... Automatic Lacal System
%Sawsr Supports fil.,,  Started Automatic Local System
%Shell Hardware Det... Started Automatic Local System
%Smart Card Manages ... Manual Local Service
%SQLAgen&WASPDE Manual Local System
SSDP Discovery Ser.,. Enables dis... Started Manual Local Service
%System Event Motifi... Tracks syst... Started Automatic Local System
%System Restore Ser.., Performs s..,  Started Automatic Local Syskem
%Task Scheduler Enables a...  Started Automatic Local System
%TCP;’IP MetBIOS Hel,.. Enables su...  Started Automatic Local Service
%Telephnny Provides T... Manual Local System
Telnet Enables ar... Manual Local Sysktem
%Termina\ Services Allows mult...  Started Manual Local System
Themes Provides u...  Started Automatic Local Syskem
%unmtarmptih\e Pow... Manages a... Manual Local Service
%Unwersal Plugand ... Providess.. Manual Lacal Service
oo

Automatic
3 WehClient Enables Wi...  Started Automatic Local Service
%Wmdows Audio Manages 5... Started Autarmatic Lacal System

2. When the service is started, the listing will display Started in the Status column.

Skarked Autamatic Loca

Make sure the clock is connected to the network: Make sure the Ethernet cable is securely
connected to the PC and to the clock.

Make sure the correct Server Port and Server Name are entered on the Service Settings
screens:

If starting the service did not resolve this issue the Server Port or Server Name may be wrong on the
Service Settings screen in ClockSetup. To change the port number:

1. Open the Clock Setup screen

2. Click Options > Server Settings.

% WaspTime Clock Setup

Dptions e

Help

settings

Refresh

e

3. It may take a few seconds for the screen to open and you may receive the following
message if the screen contains incorrect information:

Lo
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Service Connection @

'1_-. IUnahle ta read setting from the Time Service,
L

Some sektings will not be saved?

Click OK on this screen to access the Service Settings screen.

Verify that the Server Name and Server Port fields contain the correct information.

Server Name - Enter the name of the computer where you have the Service
installed.

Server Port - This field displays the port number for the server where you have the
Service installed. Usually this number is 10002. This field should always be set to
10002 unless you have something else installed on this port.

Both of these settings initially populate from information you entered on the
Installation Wizard - Remote Database/Service Server Name screen when you
were installing this product. This tells ClockSetup how to communicate with the
Database and Service.

If you do not know the computer name of the machine where you installed the
service, follow the steps below:

For Windows XP and Windows 2003 Server:

Note: The screen shot shown below is from Windows XP. The appearance of the
Windows 2003 Server screen may vary slightly.

1. On the computer where you installed the Database and Service, click Start >
Control Panel > System. The System Properties screen appears.
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System Properties

| Syztem Restore Automabc Updates Remate |
I_ General E Computer Mame | Hardware I Advanced i

L“l WWindows uzes the following mformabon bo identify pour computer
) on the nebwork

Computer description:

For example: "¥itchen Computer'' or "Mary's
Compuker™.

Full computer name: WinxpTest

Diamain: Yourdom ain.com
To uze the Metwork |dentification Wizard bo join 2 Mehwork 10
domain and create a local user account, cick Metwork ==

Torename this computer or join a domain, chok Chanoe

| ok ][ Concel Al

b. Click the Computer Name tab.

c. Enter the computer name listed here in the field on the Service
Setting screen.

For Windows 2000:

a. Click Start > Settings > Control Panel > System. The System
Properties screen appears.

b. Click on the Network ID tab.

c. Enter the computer name listed on this screen in the field on the
Service Settings screen.

Make sure you have the clock's correct IP address entered in ClockSetup:

The steps for verifying the clock's IP address vary depending on the type of clock you have. Refer to the
clock manual for more detailed instructions.
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B2000 Clock:

1. From the Main screen, use the arrow keys to highlight the Comm icon. Press the M
key.

2. On the Comm menu, highlight the Network icon and press the M key.

3. The IP address appears at the top of the screen.

4. Make sure this address matches the address entered in ClockSetup. For instructions
on changing the IP address listed in ClockSetup for the clock, see the Editing Clock
Settings section.

BC100, RF200, HD300 Clock

You will not need to manually check the IP on a Wasp Clock. WaspTime can communicate with this
clock to determine the IP address so the address displayed in ClockSetup is the correct IP address.

| Stopped the Service and Cannot Restart It:

If you need to stop your Service, you might get an error message when trying to restart it. This happens
if you try to restart it too soon after stopping it. The port the service is running on is freed after a short
wait (usually 1-2 minutes) after which you can restart the service on that port. If you try to start the
service before this time, the process will fail. The actual wait time depends on your operating system
and the number of processes (applications, etc.) you have running. If you find you are unable to restart
the service after stopping it, wait a few minutes, then try again.

Using ClockSetup if There are Multiple Network Cards on the Service Machine:

1. Create a registry entry on the machine where the Service is installed under
"HKEY_LOCAL_MACHINE\SOFTWARE\Wasp Technologies\WaspTime\Options.

name: ListenOnIPAddress
type: string value
value: the actual ip address in the format of: dotted-quad notation (such as: 555.55.55.55)

To do this:

1. Click Start > Run.

2. Type regedit in the Open field, then click OK.

3. Navigate to HKEY_LOCAL_MACHINE\SOFTWARE\Wasp
Technologies\WaspTime\Options.

4. Right-click in the right-hand window and select New > String Value as shown below:
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| Mame Tvpe [Daka

(Default) REG_SZ {value not set)

2] Culore REG_SZ

Database REG_SZ WaspTime

Help_FiIe REG_5Z WaspTime.chm

@Help_mcatiun REG_SZ Ci\Program Files\Wasp Technologies\WaspTimeiHelp
[ab] Installer REG_S7 4.0

EhjLicense REG_32 0421206152739600001

anatiu:un REG_SZ Ci\Program Files\Wasp Technologies\WaspTime
Reparts_Lacatian REG_SZ Ci\Program Filesiwasp Technologies\WaspTime\Reparts
Server REG_5Z INFOE\ WaspDB

TimeServer REG_5Z INFOG

Key

— |
LT T
Binary Yalue

DYWORD Value
rMulki-String Yalue
Expandable String Yalue

The new registry entry appears labeled New Value #1.

REG_SZ

Rename the entry ListenOnIPAddress, then press [ENTER].

b

stenOnIPAddress

REG_57

Double-click on your new entry. The Edit String screen appears.

Type the actual IP address of the machine where you installed the service, then click
OK.

The address should be in the format of dotted-quad notation (ex. 555.55.55.55).
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Edit String

Walue name:
f ListerDrlPAddress

Walue data:

:I.E.rl'llt.erlilhe an::.tII:JaI. IF" adallress.l.'lere

ok

[ Cancel ]

2. On the machine where you installed the WaspTime application(s), edit the registry entry labeled
"TimeServer" under HKEY_LOCAL_MACHINE\SOFTWARE\Wasp
Technologies/WaspTime/Options.

To do this:

Click Start > Run.

Type regedit in the Open field, then click OK.

Navigate to HKEY_LOCAL_MACHINE\SOFTWARE\Wasp
Technologies\WaspTime\Options.

4. Double-click in the TimeServer entry.

N =

Type Crata

REG_5Z (value not set)

REG_SZ
Database REG_5Z ‘WaspTime
HeIp_FiIe REG_SZ WaspTime, chm
@Help_Location REG_SZ C:\Program Filesiwasp TechnologiestWaspTimeiHelp
[3B]Irstaller REG_5Z 4.0
EbjLi-:ense REG_5Z 0421206152739500001
Location REG_5Z C:\Program Files)Wwasp TechnologiesWaspTime
Repnrts_Location REG_5Z C:\Program Files\Wwasp Technologies)WaspTime\Reports
Server REG_SZ IMFOB\WaspDE
TimeServer REG_SZ IMNFOS

The Edit String screen appears.

5. The name of the machine where the service is installed appears in the Value
Data field. Change this to be the actual IP address of the machine where the
service is installed, then click OK.
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Edit String

Walue name:
| I_.isuten.lzl.nl.l;-;.-'l‘-.u:iu:iress

Walue data:

.I.E.rl'llt.er.t"he -ElC.t.I:,IEﬂ IP add.ress Here

[ Ok l [ Cancel

3. On the machine where you installed ClockSetup and PCPunch, edit the registry entry
labeled "TimeServer" under HKEY_LOCAL_MACHINE\SOF TWARE\Wasp
Technologies\WaspTime\Options following the steps listed in Step 2, above.

Selecting a Valid IP Address:
The IP address of the clock should match the net mask on the machine where your service is installed.
To determine the net mask:

1. On the computer where you installed the service, select Start > Run.
2. Type cmd in the Open field, then click the OK button. The Command prompt screen appears.

On the Command prompt screen, type ipconfig. Your computer’s settings will appear. A listing for
Subnet Mask will appear. You need to match your IP address to the format of your Subnet Mask.
Example: If your Subnet Mask is 255.255.0.0 and the IP Address shown on the ipconfig screen is
192.168.0.1, you should set your clock’s IP Address to 192.168.xxx.xxx where the last two sets of
numbers are any numbers of your choosing between 1 and 254.

Also, the IP Address you select should not already be in use. If you are in doubt, you can Ping the IP
Address you selected to make sure it is not being used.
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Import from File into Database

Import allows you to bring existing Department, Group, or Employee data in from a file external to the
database.

You must import information in the following order:

1. Department

2. Group

3. Employee
When importing your employees, make sure the group_id and dept_id in the employee file match the
group and department ids you already imported. If these numbers do not match, the employees will not
import correctly.
There are examples of the import format on your installation CD in the Samples folder. These examples
are in .csv (comma-delimited) format.
To Import Data:

1. From the Main Window, select Tools > Import. The Import Assistant screen appears.

2. Select Import from File into Database and click the Next button. The screen shown below
appears:

Origin and Destination Data

Choosze the file to import and the table where the data will be added

Import File:
Browse
To Table:
Employes w
Step 1/3
< Back ] [ M et » ] [ Cancel
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3. Enter the name of the file to import or click Browse to navigate to it on your computer, then select
the table to which you want to import. Click Next to continue. The Field Delimiter screen
appears.

Field delimiter

Select a field delimiter. & delimiter iz a character uzed in the file to separate individual fields.

Defimiter
<Commaz " First rowe containg colurmn headers

Lagt Mame  First Mame | Ml Employes|d  Badge Mumber | Department

Buffalo EE 14 44577 Human Resoun:
Caterpillar Charlie 15 i [nformation Tect
Lian Larry 16 oz Hurnan Resourc
< >
Step 2/3

4. Step 2 of the wizard allows you to specify how you want your information broken up in the import
file. This is called the Field Delimiter. Make your selection from the Field Delimiter drop down
list, then select the checkbox if you want to include field names in the first row of your export file.
Select the First row contains column headings option only if the first record of the file you are
importing does not contain actual data. WaspTime cannot remove subtotals, section headers,
nor any other records within the file that do not match the format of the actual data records.
These must be removed before you attempt the import.

The table displays the information using the selected delimiter, as shown above. If all the data is
in one column of the preview pane, you have not selected the right Delimiter.

Click Next to continue. The Field Mapping screen appears:
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Field Mapping

tap data from the file to the coresponding fields in the destination table.

Field kdapping:
Colurnt Mame bapped To ~
badge_no
birth_date
ity " Ao Map

C:ADocuments and Settingsh T ester\DesktophE mplovees, cav

Last Marme  FirstMame Ml Emploves |d  Badge Mumber  Department

Buffala b & 14 44577 Hurman Resc
Caterpillar Charlie 15 T Information T
Lion Larry 16 ooz Human Fiesc ¥
£ ¥
Step 3/3

5. This screen allows you to associate columns in your imported data file with corresponding fields
in the table into which you are importing the data. Depending on the contents of your original
database, not every column in your imported data needs to be mapped to a corresponding field in
WaspTime. The object is to bring over at least the required fields and any others that may be of
use.

Note: Your .csv or .txt file may have column headers with names that do not exactly match the
software field names the way this example data does. By mapping the imported data's columns to
the software table's columns, any difference in field names can be accommodated.

If the names of the columns in your import file are the same as those in the WaspTime database
you can use the Auto Map button to match them quickly. Click Next to continue.

6. Next a confirmation message will appear stating your import was completed successfully.
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Import from QuickBooks

This window allows you to import employees or payroll items from Quick Books into WaspTime . See the
QuickBooks documentation for instructions on exporting to an .lIF file.
Notes:

1. If you are running the software on Vista, you must be assigned user rights in order to import to or
export from QuickBooks. Logging in to WaspTime as an admin will not enabled you to
import/export with QuickBooks if you do not have user rights on the Vista machine.

2. At this time, QuickBooks prevents WaspTime from sending in\out times to QuickBooks 2008 and
later if the QuickBooks Payroll service is turned on. This is a limitation of QuickBooks and may
be resolved at a later date.

To import from QuickBooks:
1. From the Main Window, select Tools > Import. The Import Assistant screen appears.

2. Select Import from Quickbooks and click the Next button. The screen shown below appears:

Select what to import from QuickBooks

Select from the combo box below what needs to be imported from QuickBooks. Clicking
I et will initiate the connection to QuickBooks and perfarm the requested action,

Select what iz being imported from Guickbooks

Ermployess W

Step 172

¢ Back ] [ Mext > ] [ Cancel

3. Select Employees or Payroll Items from the drop down list, then click Next.
4. The system will establish a connection with QuickBooks.

After the file is created select it and pick a default department and group. You will want to change
each employee after import to put him or her in the correct group and department.
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5. Click the Finish button to complete the operation.

A report will display that lists the successfully imported employees and any employees that were
not.

For information on connecting the software to QuickBooks, please refer to the topic Connecting to
QuickBooks.
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Export
You can export information, including Employees and Groups to a text or .csv file from various list

screens within the software. For detailed information on the List screens and on Exporting information,
please refer to the topic Working with Lists.
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Group List Example

The Group List window allows you to view all of your previously created groups. Groups allow you to
establish more than one set of rules for paying employees who fall into a variety of payment categories,
such as Exempt, Nonexempt, Night Shift, Normal Shift, and Contract workers.

Below is an example of the Groups List screen:

€ Group List =R ER <

=7 - [ ) rap @
TR Q| - Y@
Edit Mew Copy Delete | Showe Group Filter Export Print

.

| Group Name
Cantract

Group: |4 4 [ Zofz p Bl

The Group List window allows you to Edit, create New, Copy, Delete, Show, Filter, Export or Print
Groups. For detailed information regarding each of these options, refer to the Working with Lists topic.
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Adding/Editing Groups

Groups allow you to define sets of schedules and rules for clocking in and out, time rounding, grace
periods, break and meal periods, overtime and holidays.

The Groups screen allows you to set time processing rules and schedules for employees.
The following items are discussed in this topic:

Accessing the Adding/Editing Groups Screen
Schedule Tab

In/Out Rules Tab

Breaks Tab

Meals Tab

Overtime Tab

This screen also gives you the option to Apply Changes to Prior Pay Periods.

Accessing the Adding/Editing Groups Screen

1. From the Main Window, click the Groups button on the toolbar. The Groups List screen
appears. For more information on the List screen, please refer to the Working with Lists topic.

2. On the Groups List screen, click New to add a new group, or highlight a group in the list and

click Edit to edit an existing group. A screen similar to the following will appear (if you are editing
a group, that group's information will populate the fields on the screen):
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Previous Group  Mext Group
Group Name

Schedule | in Out Rules | Breaks | Meals | Overtime |

e} MNew Group @

Schedule Weelkly Day Bounds
Enter the expected shift in and shift out time for all To see how your schedule will be applied to any given week,
employees in this group. If this group does not have pick a day and press the Calculate button.
gi&eﬂ;;.and out time, pick a general set of times for 0/ B/2012 B

Day In Qut \working | Punches from To Will show up on
Sunday $ B 8/5/2012 12:00:00 AM 8/5/2012 11:59:59 PM Sun.
Monday - : 8/6/2012 12:00:00 AM 8/6/2012 11:59:59 PM Mon.
Tuesday = = 8/7/2012 12:00:00 AM 8/7/2012 11:59:59 PM Tue.
Wednesday = o 8/8/2012 12:00:00 AM 8/8/2012 11:59:59 PM \nled.
Thursday = = 8/9/2012 12:00:00 AM 8/9/2012 11:59:59 PM Thu.
Friday = = 81042012 12:00:00 AM 8/10/2012 11:59:59 FM Fri.
Saturday = e 81142012 12:00:00 AM 8/11/2012 11:59:59 FM Sat.

Report tardies for employees in the group.

Help (F1) [ Apply changes to prior pay perieds: |1 = Save Exit

3. Enter a Name for this group. The group name stays visible when you change tabs.
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Schedule Tab

The Schedule tab (shown on page 89) is where the regularly scheduled work hours are set for the
Group, as well as the Pay Code that should be applied to those hours. Click the Save button when you
are done making changes to this tab. Note that helpful information is built into the screen to assist you
with completing each field.

Select the Working checkbox next to each day on which this employee is scheduled to work. If the
Working checkbox is not selected, then the employee will not be considered scheduled to work on that
day, even if times are entered in the In and Out field.

Schedules are used to determine if an employee is tardy or leaving early. Schedules are also used to limit
a user if your company policy does not allow employees to clock in early or clock out late and to calculate
overnight shift rules.

To enter times on the schedule, click in the desired day field, then enter the shift in and out times. Notice
that after you enter the scheduled times, you can select a date in the Weekly Day Bounds section, then
click the Calculate button to see how the schedule will be applied for a given week.

Select Report Tardies for Employees in this Group if you want late in punches for this group to appear
on the Tardy report.

Important Note! Please be aware that if there is a chance an overnight employee will be coming in at
times other than his/her regular schedule, you MUST enter time in all days on which the employee could
possibly come to work. For example, if the employee might come in on a Saturday when his/her regular
schedule is Monday through Friday, you should enter time in the Saturday fields as well, otherwise the
software will consider the day for Saturday as 12:00am through 11:59pm rather than the employee's
actual day, and the times will not total correctly. When this is the case, make sure you only select the
Working checkbox for those days the employee is regularly scheduled to work.
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In/Out Rules Tab

The In/Out Rules tab allows the user to set rules governing Shift In/Out times. Below is an example of

this tab:

@ Mew Group

Group Name

In Rounding

Round To:
0

L] .
= | minutes

Round Up After:

minutes

@ Grace Period
) Penalty Period

0 s minutes
[#] Early In Paid

[7] Unpaid Buffer
Preliminary Period

minutes

Previous Group  Mext Group

I_.S_cl_'ledule In Ot HUEI Breaks | Meals | Overtime |

B

If the punch in times for this
group are to be rounded enter
the number of minutes they
are to be rounded to.

If you want to allow
employees extra time to
punch in ar penalize them for
being late. Specify a grace ar
penalty peniod.

Employees who punch in
before their scheduled In time
WILL be paid starting at the
early punch time.

Out Rounding

Round Ta:
0 = minutes

Round Up After:

minutes

@ Grace Pericd
i) Penalty Period

-
0 ~ || minutes

[¥] Late Out Paid
[] Unpaid Buffer

Concluding Peniod:

minutes

If the punch out times for this
group are to be rounded enter
the number of minutes they
are to be rounded to.

If you want to allow
employees to punch out early
or penalize them for leaving
early. Specify a grace or
penalty peniod.

Employees who punch out
after their scheduled Out time
WILL be paid up to the late
punch time

Help (F1)

[ Apply changes to prior pay periods: |1

This tab is divided into two sections: In Rounding and Out Rounding.

Rounding To/Round Up After: Set the time interval to round, as well as the cut-off point for rounding up.

Example: If the Round To field was set to 15 (minutes), and the Round Up After field was set to 7

the following rules would apply: An employee clocks in at 7:51 - time is rounded to 7:45. An

employee clocks in at 7:52 - time is rounded up to 8:00 (7:45 + 7 minutes). This rounding happens
on final calculation of the time. The actual clock in and out times will be shown on the timecard.

New groups do not round by default. The usual use for rounding is to encourage employees to
arrive and leave on time. Check with local and national rules about what rounding is allowed.
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Grace Period: Set the number of minutes that an employee can arrive tardy or leave early without
penalty. If the user arrives late or leaves early within the grace period his actual time will be shown on the
timecard but he will be paid for the full time he is scheduled to work. For instance if the employee is
scheduled to work from 7am to 5pm and clocks in at 7:10, if the grace period is 15 minutes he/she will get
paid as if the clock in time was 7am.

To set a Grace Period, select the Grace Period radio button, then enter the number of minutes:

! [ | i | minutes
; A Schedule In at 7:00 . :
| % e (-]
? Hitgee Pen':_‘d Punch in before 7:15 ; e
i) Penalty Period Counts as In at 7.00 _ Penalty Per
13 c minutes 0 S| minutes
[¥] Early In Paid e e b [¥] Late Out Paid
(2 =R e Il:—efﬂrstl'ar_s_chez_ulﬁz Im time LR
i"E_!__I_npai{I Buffer  WILL be paid starting at the [F] Unpaid

_,r"'"“ early punch time . \
e = aclyding B

This feature is often used if there are many people using one clock all at the same time and you don't
want to penalize people for having to wait in line. It can be used with rounding to penalize people who are
late but the Grace Period will be applied before any rounding.

Penalty Period: Set the number of minutes (up to 60) that an employee will be penalized for arriving late
or arriving early. If an employee clocks in late or out early, he/she will be paid for the actual punch times

on the timecard. For example, if the employee is scheduled to work from 7 to 5 and clock in at 7:15, if the
Penalty Period is set to 15 minutes, the employee will be paid starting at the punch time of 7:15.

To set a Penalty Period, select the Penalty Period radio button, then enter the number of minutes (up to

it

60):
(0) Grace Period -gu?;imeidnug;rzt_ﬁfgﬂ @ Grace V
@ Penalty Period Counts as Inat 715 7 Penaltf
15 5 minutes 0 = min.
; . Employess who punchin T
/] E§.|.r.lfr-.ln S befare their scheduled In time L Dk’g/
T apfier VL be pg -, 7] Unpsiy
.. €8Ty *

Early In / Late Out: Specifies whether or not employees are credited for time that they work when they
arrive early or stay late. If these options are not checked and the employee is in a group with a schedule,
that employee will not get credit for the actual time if he or she arrives early or leaves late.

Unpaid Buffer: After you select the Early In Paid/Late Out Paid options, you can select to add an Unpaid
Buffer. This setting allows up to 60 minutes before a schedule starts or after it ends as unpaid buffer.
When used, employees who punch in/out within the buffer will be paid as if they punched in/out at the
scheduled time.
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To set an Unpaid Buffer, select Early In Paid (or Late Out Paid), then select Unpaid Buffer. Enter the
number of minutes, up to 60, of unpaid buffer time in the Preliminary Buffer field.

&l £ : Employees who punch in = / T
I Seslyins Bl _I:ﬁf:-rertl'eir_ scheduled In time i ot G e
[7] Unpaid Buffer | WILL be paid starting at the [F] Unpai
Eh early punch time. . 4
Preliminary Buffer: Emplcr';eea _'*'*'hf‘ punch in ; Concluding
: within 15 minutes before their
1 = ; shift will not get paid for that -
minutes it mir
l_f"‘“-_ = _\\ w«”,.ll"“r"r = -""-.___:._._‘—__'_
-L...-»._ "‘.,.r" " _.z""ﬁ.

Preliminary and Concluding Period: The Preliminary and Concluding Periods are events that happen
before the shift starts or after it ends like waiting in line to clock in or out or to be paid. If you want to allow
an employee to clock in early or clock out late, assuming you have disallowed early in and late out, you
can do that by setting the Preliminary and/or Concluding Activity Period.

A Note on Rounding

Rounding in WaspTime is done differently for the in/out times than for the meal or break times.

The software does not round the final calculated time for the day because in work places where
employees come and go many times, the rounding would not average out over time and may lead to a
violation of FLSA rules. Even if the In and Out times are rounded to an exact multiple 15 minutes, it is
possible that the total time for the day will not be a multiple of 15 minutes because breaks, meals,
rounding or the grace period may add or subtract time that is not an increment of 15 minutes.

1. In/Out Rounding

The in and out times are each rounded up or down independently based on program settings.

Round To is the setting that tells the program what increment of an hour you want to see the in
and out times rounded to. Multiples of this round to number of minutes will be used to determine
how to round.

The Round Up After number is used to determine how many minutes after the multiple of the
Round To number to use as the break point between round up and round down. If you set this
number to 5 anyone who is 6 minutes after the hour or more is rounded up. Five minutes after the
hour would be rounded down.

For instance if you want anyone who comes in late to be penalized up to 15 minutes you could
set the In Rounding -> Round To = 15 and Round Up After to 1. Every employee who is 2
minutes late up to 15 minutes late will be shown as in at 15 minutes past their scheduled clock in
time. The seconds are not used for calculations.

If you want to give employees a Grace Period which we define as an amount of time after they
are scheduled to arrive or before they are scheduled to leave that they can come in late or leave
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2,

early and still get paid you can use the Grace Period setting. It can be set up to 59 minutes. The
Grace Period overrides the rounding rules and allows an employee who comes in after his
scheduled in time to be paid as if he had arrived at his scheduled time or leaves before his
scheduled out time to be paid as if he had left at the scheduled time.

Rounding can be set to occur after 0 minutes for in/out punches, breaks and meal times.

Break/Meal Rounding

Breaks and meals are usually dealt with as an amount of time allowed rather than a scheduled
time. Because of this, the breaks and meals are rounded according to the time taken, not the time
the meal or break started and ended.

Some companies need a break or meal to be scheduled to an exact time and the employee to be
penalized if he does not stick to those times. The software does not have a way to schedule
breaks or meals or penalize based on a schedule.

If you require an employee to take a meal or break of a certain duration, the software does track
and round based on the meal or break duration.

Breaks Tab

The Breaks tab allows you to set rules governing employee breaks. The concept of a break or meal is
used to help the software know how to treat time the employee is out between the in and out punches.
Each set of punches that happen between the in and out time for a day is categorized as either a meal or
a break. Let’s call each set of punches an out time. You can define 2 meals and 2 breaks. Each out time
is categorized as a break or a meal using the following method.

1.
2.

3.

If meal 1 is turned on and only one out time is made it will be Meal 1 type.

If two or more out times are made and if meal 1 is on and break 1 are on, the first will be Break 1
and the second will be Meal 1.

Any other combination of out times and tumed on Meals and Breaks will be categorized in order
of Break 1, Meal1, Break 2, Meal 2, Break 1 (Repeated).

If any one of the meals or breaks are turned off they will never be assigned as a type.

At least one meal or break time must be tumed on so the system knows how to treat out times. If
you do not allow any out times we suggest you turn off all the meals and Break 2 and make Break

1 unpaid.
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Below is an example of this tab:

Schedule | InOut Fules | Breaks | Meals | Overtime

BfEEIk 1 Break 2
Type: All time recorded for Type: All time recorded for
Paid w | thig break will be paid Paid w | thiz break will be paid
always. alvways.

Duratian [hi:rm]: Dhuration [hk:rmm]:

Draily Eligilibilty Draily Eligilibilky

Time reguired Time reguired

| [hk:mm) 2= | [hhcrom)

%) Prior Accumulation %) Prior Accumulation

() Daily Accumulation ) Daily Accumulation
R ounding : :

Breaks are rounded by taking the total elapsed time of the breal:

Round To [minutes); 1] and rounding it. Mat by rounding the time of each punch.

Found Up After [minutes): |0 Found To and Round After must bath be greater than O for

rounding to be enabled.

LR RS

Breaks Checkboxes - The checkbox to the left of 1st Break and 2nd Break allows you to specify an
order for breaks and meals. Un-checking this box will prevent time punches for people in this group from
being entered in these time slots. You should only un-check this option if you need to reorder the
expected meal and break times.

If you are expecting the break to always come after the first meal you must un-check the 1st Break box
because the software always expects the first break to come before lunch and the next to come after
lunch.
Type - Each Break or Meal can be treated on one of five ways:

1. Paid - Time categorized as paid will be paid and will be included in overtime. The duration of a

paid break or meal is not considered. The whole break or meal is always paid.

If a meal or break is paid there is no reason for it to be automatically deducted because there is
nothing to deduct.

It can be subject to eligibility. If a paid meal or break is not eligible it will not be paid.

2. Unpaid - Time categorized as unpaid will not be paid or included in overtime.

The duration of an unpaid break or meal is considered only if the break or meal is automatically
deducted. The whole break or meal is unpaid regardless of duration if there are actual punches
for the break or meal. For example an unpaid meal is set up for 30 minutes. If the employee
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punches out for 35 minutes the entire 35 minutes will be deducted. If the employee only takes a
10 minute meal only 10 minutes will be deducted.

If however the meal is automatic and the employee takes 35 minutes but does not punch out,
only 30 minutes will be deducted since there is no way for the program to know the actual meal
length.

Eligibility for a unpaid meal or break is only considered if the meal is automatically deducted. If
punches for the meal or break are made eligibility is not considered but if there are no punches
and the employee is not eligible no break will be automatically deducted.

Paid (Limited) - Time categorized as paid limited is paid up to the duration of the break or meal
and then the rest is unpaid. If an employee is allowed a 30 minute paid break and he takes 35
minutes, his timecard will show a 5 minute deduction.

Paid limited meals or breaks are never automatically deducted.

Paid limited meals or breaks can be subject to eligibility. In this case if an employee is not eligible
for a paid meal or break the entire duration of the break or meal will be deducted.

Unpaid (Minimum) - Time categorized as Unpaid (Minimum) always deducts a minimum number
of minutes from the employee each day that employee is in.

If the meal or break is set up as unpaid minimum for 30 minutes and an employee punches out
and in for 35 minutes the entire 35 minutes is deducted. If the employee punches out for 10
minutes 30 minutes is deducted. If an employee does not punch out, 30 minutes is deducted if
Automatic Deduction is selected.

Eligibility is not considered unless automatic is on and no punches are registered for this meal or
break. In this case the deduction will only be applied if the employee did not punch out for the
break or meal and is eligible. If the employee punches out and in for this meal or break the unpaid
minimum rules will always apply even if he is ineligible.

This type is automatically deducted by default. Deselecting the Automatic Deduction checkbox
will cause eligibility to be disregarded and will mean that employees who do not punch out will not
get any deduction.

Unpaid Minimum Unless Eligible - Time categorized as Unpaid Minimum Unless Eligible
always deducts a minimum number of minutes from the employee each day that employee works
unless they are eligible in which case the lunch is paid.

If the meal or break is set up as unpaid minimum for 30 minutes and an employee punches out
and in for 35 minutes the entire 35 minutes is deducted. If the employee punches out for 10
minutes 30 minutes is deducted. If an employee does not punch out, 30 minutes is deducted if
the Automatic Deduction checkbox is selected and the employee is ineligible. If the employee is
eligible up to 30 minutes will be paid. Time over 30 minutes will be deducted.
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Eligibility is not considered unless automatic is on and no punches are registered for this meal or
break. In this case the deduction will only be applied if the employee did not punch out for the
break or meal and is not eligible. If the employee punches out and in for this meal or break the
unpaid minimum rules will always apply even if he is eligible.

This type is automatically deducted by default. Deselecting the Automatic Deduction checkbox
will cause eligibility to be disregarded and will mean that employees who do not punch out will not
get any deduction.

Duration - The scheduled duration of the Paid (Limited) and Unpaid (Minimum) breaks.

Daily Eligibility - The amount of time, in hh:mm format, that the employee needs to work to be eligible to
take this break.

There are two types of eligibility.

1. Prior Accumulation means that prior to the time that the break or meal is taken (If there are
punches) the employee must have the Time Required accumulated or he is ineligible for that
meal or break.

2. Daily Accumulation means that if the Time Required is not accumulated by the punch out for the
end of the day the employee is ineligible for that break or meal. All time is considered for eligibility
from the first punch in to the out for the meal or break or to the punch out for the day.

For example if a meal or break is eligible daily after 8 hours and the employee punched in at
8:00am and out at 5:00pm he has 9 hours of eligibility is eligible.

If the employee took an hour and a half meal in the middle of the day that time is not deducted
from eligibility unless it is not the break or meal being considered and is before the break or meal
being considered.

For example if the employee took a 30 minute break and then an hour long meal that is under
consideration, he will still have worked 8:30 that day and will be eligible. If he took a 1:30 minute
break before the meal the daily time would be 7:30 minutes and the employee would be ineligible.

If the 1:30 minute break came after the meal under consideration it is not included in the
calculation because we would get into a looping problem where a break or meal after another
break or meal cancels the prior break or meal that in tern cancels the later break or meal.

Automatic Deduction - If this is checked, the software will automatically deduct breaks from an
employee’s timecard. In effect, employees will only need to punch in and out for the day’s shift, and the
software will deduct break times according to the specified settings. If an employee does punch in or out
for breaks, those actual values will override the automatic deductions.

In most cases automatic meals and breaks should be used when an employee is required to take a meal
or break. This setting means that an employee will be penalized for not taking the meal or break because
they will not get paid for time they worked.

If you require a paid or unpaid meal or break and use the Unpaid or Paid type, the actual duration of the
meal or break will be taken into consideration so the employee could cheat the system by only taking a 1
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minute meal or break. If you require a certain duration make the break or meal an Unpaid Minimum or
Paid Minimum type.

Rounding - Sets the time interval to round to, as well as the cut-off point for rounding up. For instance,
you can configure the software so that Break In/Out times are rounded to 15 minute intervals, rounding up
after 7 minutes. For additional information on rounding, please see the section of this topic labeled A
Note on Rounding.

Meals Tab

The Meals tab allows you to set up options for how meal time is handled. Below is an example of the
Meals tab:

Schedule || In Out Fules | Breaks | Meals | Overtime

Peal 1 Meal 2
Type: All time recorded for Type: All time recorded for
Paid w | this meal will be paid Faid w | thiz meal will be paid
always. always.

Duration [k mm); Druration (ki mmm):

LCraily Eligilibilty Craily Eligilibilty

Time required Timne required

= | [hkcmm] % | [hhk:m]

() Prior &ccumulation () Prior &zcumulation

() Daily Accumulation () Draily Accumulation
Faunding

Mealz are rounded by taking the total elapsed time of the meal

Found To [minutes): 0 and rounding it. Mot by rounding the time of each punch,

LR

Round To and Round After must both be greater than O for
rounding to be enabled.

Round Up After [minutez]): |0

Meals Checkboxes - The checkbox to the left of 1st Meal and 2nd Meal allows you to specify an order
for breaks and meals. Un-checking this box will prevent time punches for people in this group from being
entered in these time slots. You should only un-check this option if you need to reorder the expected meal
and break times.

This feature is used to manipulate how WaspTime accounts for the punches that come in. There is no
way to know from the data that comes in from the time clocks for which time slot each punch is intended.
You can use these checkboxes to help tell WaspTime what to expect.

In WaspTime we expect that if there are only 4 punches for a day, they are for in out and the lunch meal.
When you use the checkboxes on the Meals tab you are telling WaspTime that you do not have meals.
You will be forcing the punches that would normally go into meals to go into breaks.

The other settings for meals work the same way as those for breaks.
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Overtime Tab

The Overtime tab sets the rules for calculating overtime. Note: This screen defaults to Calculate Best.

By law, overtime is always calculated weekly. A week is defined as 7 days but not necessarily Sunday
through Saturday. This allows you to pick which day of the week you want to start your overtime week.
You might change the first day of the week to simplify your reporting or because your industry has weekly
days off different from Saturday and Sunday.

There are exceptions to the rule that requires overtime to be calculated on a 7 day week, but WaspTime
does not support those kinds of overtime weeks at this time.

Below is an example of the Overtime tab:

e} Mew Group @

Brevious Group  Mext Group
Group Mame

Default Calculation Method

D aily Orly 1 Weekly Only 1 Calculate Best Method @ Mone Califarmia And Method
Day i e O ptiohz
Sunda A | Mormal A | Mormal _ Payrall Export
4 - - | Scheduled Reqular
tonday ]| | Mormal | | Marmal Hourz Only
Tuesd 1| | Momal | | Normal = Apply Lalitarnia
A - - = = Owertime Aules
Wednesday | | Mormal | | Mormal
Thurzday A | Mormal A | Mormal
Friday A | Mormal A | Mormal
Saturday | | Mormal | | Mormal
: 0.00 . 000 :
“Weekly Total: 1 [k h
B e = - thours] = . thours] Regular Hours Payrall Code
CA, u
D ays Required: [dayz] (dayz] Pick the pagrall code that will be
azzociated with all regular [non-overtime)
Pay Factor: 0.on .00 time when payroll iz exported.
Payroll Code:; <Manes ¢None [<N|:une> v]

| Help [F1] [7] Apply changes to prior pay periods: 1 : | Exit

WaspTime supports California's specific overtime regulations. Please see the California Overtime Rules
topic for details.
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Daily Calculation Method - You can choose Daily Only, Weekly Only, Calculate Best Method or
None. If you choose Weekly Only, you can specify how many total hours in the week an employee must
work before qualifying for overtime. If you choose Daily Only, you can specify how many hours each day
an employee must work before qualifying for overtime. If you select Calculate Best Method, WaspTime
will automatically calculate whether daily or weekly overtime is greater and will report the larger of the
two. The Timecards will also show how overtime has been calculated.

Note that beside each day of the week, there is a drop down menu. This menu gives you the following
options:

Normal: This is the default setting. If Normal is selected, all hours recorded for an employee more than
the hours listed will be counted as overtime. For example, if you enter overtime after 8 hours in the
Monday field and select Normal, all hours an employee in this group works over 8 hours will be
considered overtime.

All: If All is selected, all hours worked on this day will be considered overtime.
None: If None is selected, overtime will not be applied to any hours worked on this day.
Overtime Selections:

Weekly Overtime - This time is calculated using a threshold total after which all time is overtime.
The standard weekly overtime threshold is 40 hours. Once an employee works 40 hours in a pay
week, all time worked after the 40 hours is overtime.

For example, if the first day of the week is Tuesday and you work 8 hours every day of the week,
then on Saturday you will have accumulated 40 hours. If you work any hours on Sunday or
Monday, these hours count as overtime.

Total: Specify the number of hours that must be worked before overtime is paid.

Days Required: Specify number of days required to be eligible for overtime.

Pay Factor: The amount by which a member of this group’s pay changes for overtime. (for
example, 1.5 for time and a half)

Payroll Code: The payroll code that will be applied to this group’s overtime.

Daily Overtime - This time is calculated using a daily total threshold after which all time is
overtime. The standard daily overtime threshold is 8 hours. Once an employee works 8 hours in a
day, all time worked after the 8 is overtime.

For example if you work 10 hours today, you will get 8 hours of regular pay and 2 hours of
overtime.

Daily Requirements: For daily overtime, specify the amount of time required per day before
overtime is paid. Select the Normal checkbox

Total: Specify the number of hours that must be worked before overtime is paid. If you
want overtime for this group to be calculated on a daily basis only, enter 0O in this field.

If you want the system to calculate both daily and weekly overtime and use the larger of the
two totals, enter a number in this field. For example if an employee works four - 12 hour
days in a weekly pay cycle, he has 48 hours total. If the daily overtime is set to start at 8
hours each day (every hour over 8 hours is considered overtime) and the Total is set to 40,
he would have 16 hours of daily overtime but only 8 hours of weekly overtime. In this
situation, WaspTime will report 16 hours of overtime. If the employee is on a 24-hour 3-day
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work week (24 in Total, 8 hours for each day) but works an extra day, he would have 32
total hours. If he worked 8 hours each day, however, he would have no overtime on a daily
calculation. In this case he would show 8 hours of weekly overtime.

Daily vs. Weekly Overtime — By law in some states an employer must use the overtime calculation that
is most beneficial to the employee on any given week. If daily overtime gives the employee more overtime
hours than weekly overtime, then it must be calculated that way.

WaspTime handles making this decision for you. If you have thresholds for both daily and weekly
overtime set up, WaspTime will do both calculations and apply the one that gives the employee the most
overtime.

For example, assume daily overtime is set to 8 hours a day and weekly overtime is set to 40 hours a
week. An employee might work 8 hours every day of the week. In this case the employee has worked 56
hours. The employee would receive no overtime pay if you calculate overtime on a daily basis, but the
employee would receive 16 hours of overtime if you calculate overtime on a weekly basis. WaspTime
will choose to calculate weekly overtime.

If the next week that employee worked 16 hours a day for 3 days only, he or she would have worked 48
hours that week. The employee would receive 24 hours of overtime calculated for daily overtime but only
8 hours of overtime calculated for weekly overtime. WaspTime will choose to calculate daily overtime.

Pay Factor: The amount by which a member of this group’s pay changes for overtime. (for example, 1.5
for time and a half).

Payroll Code: Select the payroll code that will be applied to this group’s overtime hours. The payroll
codes you setup on the System Setup > Payroll Codes tab will appear in the drop down list.

Export Scheduled Regular Hours Only - This feature tells WaspTime to only export scheduled hours to
the payroll file for employees in this group. Check this box if you want to only have the hours that the
employees in this group are scheduled to work exported. For instance, if you have a group of salaried
employees and you want to track their overtime but do not want to report it to ADP and show it on their
paychecks, you should check this box and make sure this group has a schedule. Then when the export is
done for these employees they may have worked 90 hours in a two-week period but if their schedule only
shows 80 for two weeks then they will only get 80 on their paycheck. If they worked fewer than 80 hours
their actual hours will be reported.

Regular Hours Payroll Code - Select the payroll code you want to apply to regular hours worked (hours
that are not overtime). The payroll codes you setup on the System Setup > Payroll Codes tab will appear
in the drop down list.
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Apply Changes to Prior Pay Periods

This feature allows you to make changes to the rules used in prior pay periods. By default, changes made
to groups affect time cards in the current pay period only. WaspTime does this to maintain the history of
pay.

We do not recommend changing the rules in older pay periods. Doing this will change the totals on old
time cards and they will no longer reflect the actual amounts paid to employees or reported to your
accounting system.

Often, users of time and attendance packages are into the next pay period before reviewing and updating
the one they are about to export. If you find you need to change the last pay period to make it correct,
select this checkbox and put a 1 in the number spinner.

When you save the changes to this group they will apply to the last pay period and you can then go into
the timecard and see how the change affected totals.

Not all group changes will force changes on the older time cards because WaspTime may not have

enough information to make the changes for you. In these cases you will have to manually update each
old timecard to properly reflect the group rules.
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California Overtime Rules

This software supports California's specific overtime rules that were implemented in 2000. These rules
apply to all non-exempt employees as defined by the California Legislature and the Industrial Welfare
Commission in its Wage Orders, to all non-exempt employees as defined by the Fair Labor Standards
Act, and to those required by state provisions.

These policies include:

1. First eight hours worked on the seventh consecutive day of a work week must be paid at 1.5
times the normal hourly rate.

2. Over eight hours on the seventh consecutive day of a work week must be paid at 2.0 times the
normal hourly rate.

3. One day of rest in seven is required. That can be met if employees receive the equivalent amount
each calendar month. Weekly reconciliation is not required. Use the Monthly Required Days
Off report to help you comply with this rule. This report is accessed by selecting Reports >
Monthly Required Days Off.

4. Employees are allowed to "make-up" short, personal time-off absences without activating a
requirement for paid overtime. Time must be made-up within the same work week as the
personal time that was taken. Employees with alternative work weeks are not eligible to use the
make-up provision. Use the Makeup Time screen to designate the days and hours the employee
will be making up.

5. Overtime must be paid at 1.5 times the normal rate after 8 hours of work in a day. Overtime must
be paid at 2.0 times the normal rate after 12 hours of work in a day.

Note: To enable support of these special policies, make sure the Apply California Overtime
Rules checkbox is selected in the Overtime tab of the Groups screen.

California Overtime Calculation "And" Method

In California, the law reads and is interpreted in a way that is more beneficial to the employee and
therefore it overrides other laws. The California law states that employees will get overtime after 8 hours a
day AND after 40 hours a week. In other states the AND is an OR and therefore is interpreted to mean
that if daily overtime is more beneficial to the employee than weekly you get paid using the daily
calculation. With the And Method however time over 40 hours that is worked and not part of daily
overtime is added to the daily overtime.

Example Best Method Calculation: (Daily Best)

Day Sun Mon Tues Wed Thurs | Fri Sat TOTAL
Hours 8 11 8 5 8 2 42
Worked

Regular 8 8 8 5 8 2 39
Hours

Overtime 0 3 0 0 0 3
Hours
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The employee would get paid 39 hours of regular time and 3 hours of overtime because the daily
calculation gives the employee 3 hours of overtime. The weekly calculation would give the employee 40
hours of regular time and 2 hours of overtime.

Example Best Method Calculation: (Weekly Best)

Day Sun Mon Tues | Wed Thurs | Fri Sat TOTAL
Hours 9 8 8 8 8 2 43
Worked

Regular 8 8 8 8 8 2 42
Hours

Overtime 1 0 0 0 0 1

Hours

The employee would get paid 40 hours of regular time and 3 hours of overtime because the weekly
calculation gives the employee 3 hours of overtime. The daily calculation would give the employee 42
hours of regular time and 1 hours of overtime.

Example California And Method:

Day Sun Mon Tues | Wed Thurs | Fri Sat TOTAL
Hours 9 8 8 8 8 2 43
Worked

Regular 8 8 8 8 8 2 42
Hours

Overtime 1 0 0 0 0 1

Hours

In this example the numbers are exactly the same as in the Weekly Best method above but the employee
gets paid 40 hours of regular time. The 2 hours of regular time that are over 40 get moved into overtime
and the employee gets paid 3 hours of overtime. This method is very similar to weekly but there are
circumstances where they would calculate different numbers.

98



WaspTime User Manual

Employees: Adding/Editing

Employee List

The Employee List screen allows you to view all of your previously created employees. From this screen
you can also add or edit employees, view timecards, export a list of employees or print a list of
employees. Please see the Working with Lists topic for detailed information on these functions.

Below is an example of the Employee List screen.
(0 Employee List e

2@ 8 Yre

Edit Mew Archive | Show Group Filter Export Print

View Timecard

LastMame = | FirstName = | M ~ | Employes Id | Badge Numb.. | Group Name | Department | Superviser | Status

Flanders Mally 3i3 Salary Administration Active

Rebecca Thatcher 2:2 Salary Admimistration Active
' : : 11100 { Salary ¢ Administration ]

Employse: 4 4 Jofr 3 » B

Sow [ENEEE -
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Adding/Editing Employees

The Employees screen allows you to define those employees whose time you want to track in the
software. At least one employee must be defined to make use of the Timecards function. On this screen
you can add and edit information about your employees.

When you are adding employees, keep in mind that the number of employees allowed on your system by
your license is equal to the number of employees plus admin/managers you add here.

The following items are discussed in this topic:

Accessing the Add/Edit Employee Screen

Management Tab

Security Tab

Clock Tab (appears only if WaspTime is connected to a biometric clock such as the B2000, or to
the Wasp clocks BC100, RF200, HD300).

Personal Tab

Picture Tab

Pay Tab

Notes Tab

Accessing the Add/Edit Employee Screen

1. From the Main Window, click the Employees button on the toolbar. The Employee List
appears.

2. On the Employee List, click New if you are adding a new employee or highlight an employee in
the list and click Edit if you are editing an existing employee. A screen similar to the following will
appear (if you are editing an employee, that employee's information will populate the fields on the
screen):
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@ Mew Employee @

Previous Employee Mext Employee
Employee ID: Last Name: First Name: Middle:
2

{ Management | Security | Clock | Personal | Picture | Pay I MNotes |

HR Information Employment Dates Status
Badge Number: Start Date: @ Active
9122011 [El-
Department End Date: (O Inactive
| Administration -| B~
71 Leave
Group: Mext Review:
ISaIar'_.r - ] E~
Supervisor
[‘:Nune:=- - ]
Office Phone
Job Title
<Mone: -

Home Time Zone
| Central Daylight Time (UTC-06:00) Central Time (US & Canada) -|

- Exit

Note: The Clock tab only appears if WaspTime is connected to the B2000 biometric clock or to
the Wasp clocks BC100, RF200, HD300.

3. Enter an Employee ID. The Employee ID field automatically populates with the next available
employee number. For instance, if you just entered Employee 11, this field will say 12. You can
type a new number into this field as needed. This number should be the same as the Badge
Number, but can be a different number if you need it to be. This field must be numeric only.

The number in the Employee ID field should match the employee's ID number on the clock.

4. Enter the employee's Last Name, First Name and Middle Initial.
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Management Tab

The Management tab (shown above) holds organizational information about an employee including:
Department, Group, Badge Number and Status. Enter information in the fields, then click the Save button
to save your changes. Each of the fields on this tab are described in the table below:

Field Description
Badge Number This field is required when entering a new employee.

Enter the number that is encoded onto the employee's badge. This
number is recorded when he/she uses the time clock.

The card number must match exactly the number entered into the
Badge Number field for the software to recognize the information
coming in from the time clocks and to record the time to the correct
employee. If preprinted WaspTime cards came with your product, the
number is printed on the outside of the card. If leading zeros are
included as part of the number on the employee's card you can choose
to include them in the Badge Number or omit them (Example:
00000004184).

This number is not used on reports.

Note: Wasp Biometric Clock Users - The Wasp biometric clock
B1000 and B1100 accepts badge numbers from 1 to 65534. The B2000
biometric clock accepts badge numbers up to 9 digits. Alphanumeric
badge numbers will not work with the Wasp Biometric Clocks. In
addition, as with other clocks, the badge number entered in WaspTime
must match the user id/badge assigned to the employee or the
employee's punches may be mixed up with other employees.

Department This field is required when entering a new employee.

Select a department from the drop down menu. The department is used
to group employees on certain reports. This allows you to print a report
for a specific department or after printing, distribute the reports by
department. Departments must be created prior to creating employees.
You can create departments in the System Setup screen (Main
Window > Settings > Departments). Please refer to the topic System
Setup for detailed instructions regarding creating departments.

Group This field is required when entering a new employee.

Select a group from the drop down menu. Groups define how the time
for each employee is handled (salaried, hourly, contract, etc.) Groups
must be created prior to creating employees. You can create groups in
the Add/Edit Groups screen (Main Window > Groups > New). Please
refer to the topic Adding/Editing Groups for detailed instructions
regarding creating departments.

You can change an employees assigned group at any time. If you
change the group the following screen will appear asking how many
prior pay periods (if any) should be applied to this change:
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Group Change @

The group that this employes is in was changed.
These changes will apply to the current pay period. If
vou want them to apply to previous pay periods
select the number of pay periods you want to
recalculate using the new group settings.

Apply To Prior Pay Pericds: [ =

oK |

Enter the number of pay periods in the Apply to Prior Pay Periods
field, then click OK.

Supervisor

Select a supervisor from the drop down menu. Any employee can be
the supervisor of another employee. This feature is provided to allow
organizational charts and certain reports to be printed broken down by
supervisor. All employees will appear in the Supervise drop down
menu.

This field is optional.

Office Phone

Enter the employee's internal contact information. This field is optional.

Employment
Dates

Enter the employee's Start Date, End Date (if any) and Next Review
date.

Employment dates entered into the software are used for reporting
purposes only; they do not affect how data is used. The Start Date
defaults to the date the employee is set up in the software. You should
change this to the date the employee actually started working. The End
Date is intended to help record when an employee left the company.
The Next Review date is used in the Reviews report to remind the
employer when an employee's review is due.

These fields are optional.

Job Title

Select the employee's job title from the drop down list. You can also
type in a new job title in the field. Job titles you enter here will be saved
and appear in the Job Title drop down list.

Home Time Zone

Enter the time zone where the employee is located. All punch times will
be displayed on the time card in the employee's time zone.

Status (Active,
Inactive, Leave)

Select the employee's current employment status. Active employees
show up on all reports. Inactive employees are excluded from most
reports. Employees on leave are excluded from some reports and
included on others.
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Security Tab

Use this tab to enter the employee's login name, password, security level and indicating if timecard
approvals are needed.

@ Mew Employee @
- ) .

Previous Employee Mext Employee

Employee ID: Last Name: First Name: Middle:
2
Management SECU”'f!r’| Clock | Personal | Picture | Pay I Motes |
Login
MName Security Level
[Emplo}fee v]
Password Werify Password

Weekty Time Card Requires
[7] Employee Approval
Manager Approval

Approval Reguired Only If There Is Owvertime

[] Allow Punches From PCPunch or WaspTime \neb
[7] Mever Export Payroll

Clear Prints

Exit
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Field

Description

Name

If you are requiring users to login to the system or if you have set the Password
Required option on the System Setup>Options screen, a login Name must be
entered. In addition, if you will be using WaspTime Web, you will need to create
a login Name. Enter the user's login Name here.

WaspTime Web Note: If you will be using NT Authentication to automatically
log employees into Wasptime Web, you must make their Login Name the same
as their PC login name (the login they use to access your domain). The
password does NOT need to be the Network password because the password
will not be used to authenticate the user on the network. Keep in mind that you
should not use a generic password since someone else using this login will be
prompted for a password. When you use NT Authentication with WaspTime
Web, if a user is logged into your domain with their NT user name and
password, and if their Login Name in WaspTime is the same as their NT login
name, when they open WaspTime Web it will authenticate and grant access
without asking that user for a user name and password. This setup may be
desirable for certain secure locations, but be aware that if a user leaves his PC
logged in and walks away from it, anyone can use WaspTime Web to gain
access from that machine.

Security
Level

Select the user's Security Level from the drop down list. Options are:

1. Employee - Can access PCPunch and can punch in and out using any
clock.

2. Manager - This user has all the privileges of Employees. Managers can
also access the software to view and edit their employee’s timecards.
Managers also have a limited set of reports they can run that only show
data for the employees that report to them. Managers cannot view
reports pertaining to payroll.

3. Admin - Can access all programs and modify all data for all employees.
This user has all the privileges of Managers and Employees and can
process and export payroll.

Password

If you have selected the Use PCPunch checkbox, or if you have set the
Password Required option on the System Setup>Options screen, a password
must be entered. In addition, if you will be using WaspTime Web, you will need
to create a password. Enter the user's password here.

WaspTime Web Note: If you will be using NT Authentication to automatically
log employees into Wasptime Web, you must make their Login Name the same
as their PC login name (the login they use to access your domain). The
password does NOT need to be the Network password because the password
will not be used to authenticate the user on the network. Keep in mind that you
should not use a generic password since someone else using this login will be
prompted for a password. When you use NT Authentication with WaspTime
Web, if a user is logged into your domain with their NT user name and
password, and if their Login Name in WaspTime is the same as their NT login
name, when they open WaspTime Web it will authenticate and grant access
without asking that user for a user name and password. This setup may be
desirable for certain secure locations, but be aware that if a user leaves his PC
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logged in and walks away from it, anyone can use WaspTime Web to gain
access from that machine.

Verify
Password

Re-enter the password.

Employee
Approval
(Professional
Version
Only)

Check this box if the employee must approve his/her weekly timecard.

Manager
Approval
(Professional
Version
Only)

Check this box if the manager must approve this employee's weekly timecard.

Approval
Required
Only if there
is Overtime
(Professional
Version
Only)

Check this box if timecard approval is only required if there is overtime.

Allow
Punches
from
PCPunch or
WaspTime
Web

Select this checkbox if you want to enable this employee to use PCPunch or
WaspTime Web for clocking in and out. A User ID and Password are required
if you select this checkbox.

Never Export
Payroll

Select this checkbox to prevent this employee from being included on the payroll
export list.

Clear Prints
(Edit User

only)

This button will only be enabled if the employee is enrolled on a biometric clock
and fingerprints have been downloaded to WaspTime. Click the Clear Prints
button to delete all fingerprints for the employee. When selected, the following
confirmation message appears:

Clear Prints £

Are you sure you want to clear this employee's fingerprints out of the database?

Click Yes to clear the fingerprints from the database. You can retum to the
Clock tab and download new fingerprints for the employee from the clock.

106




WaspTime User Manual

Clock Tab

The Clock tab only appears if WaspTime is connected to the B2000 biometric clock or to the Wasp clocks
BC100, RF200, HD300.

....................

Screen/Clock Settings
Mame: Security: [Fu'x:h Onhy - ]
Fassword: Werify Password:
Download Fingerprint(s) from Clock |Clock by Front Door (10.1.4.179) |

Select the clocks you want this employee data sent to

| Description | IP Address

{Clock by Front Door 11014179

Upload to Clocks

Field Description
Name Enter the login name (if any) the employee will use on the clock.
Security Select the security level this employee will have on the clock. Options
are:

1. Punch Only

2. Enroller

3. Admin

4. Supervisor

Note: The B2000 clock only has two security levels, User and Admin.
Punch Only will be added to the clock as User and Enroller, Admin
and Supervisor will be added as Admin.

Password You can optionally enter a password for the employee to use for
punching in/out of the clock. This field must be numeric.

If you are setting this user to Admin, Enroller or Supervisor, you will need
to create a password.

Verify Password | Re-enter the password.
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Download Select this checkbox if you want to download fingerprints for this
Fingerprints employee from the clock. If you have more than one biometric clock, use
from Clock the drop down list to select the clock from which you want to download

fingerprints. Note: If you only have one biometric clock, the clock
selection drop down will be disabled. If you do not have a biometric
clock, the Download Fingerprints from Clock option will be disabled.

The fingerprints will download when you click the Save button.

If WaspTime does not detect an active biometric clock (such as the
B2000), the Download Fingerprints from Clocks checkbox is disabled.

Select Clocks Select the clock(s) to which you want to upload data using the
checkboxes.

Upload to Select this checkbox to upload the data entered on this tab (Name,

Clocks Password) to the clock when the Save button is selected. Any existing

name and/or password data already on the selected clock(s) will be
overwritten with the new data.

This checkbox is only enabled for new WaspTime employees or if you
have not already uploaded the employee's data.

Personal Tab

The Personal tab stores an employee’s Social Security Number (SSN, SIN or NIN), Contact Information
and Demographic Information. Enter information in the fields, then click the Save button to save your
changes. This data is used for reporting only.

Note: Demographic data is not available in the Australian version of WaspTime.

Below is an example of the Personal tab:

[ Management [ Securty | Fay

SSM /SIM S NIN Demographics

Birth Date
Contact Information B
Address Gender
@ Male
) Female
City Race
1 White
State | Province Zip ! Postal Code
1 Black
Cinatiry ' Hispanic
American Indian
Phone 1 Asian
) Pacific |slander
e-Mail Address 1 Alaskan Native
@ Other
Help (F1) Save | [ Exit |

You can hide the demographic data by de-selecting the Show Demographic Data option on the System
Setup > Options tab.
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Picture Tab

The Picture tab allows you to attach a picture of the employee to their WaspTime file.

| Management I Security | Clock | Personal || Ficturs | Pay | Motes |

Click here to add/select default picture.

- [ Ea

To add a picture:

1. Select the Add button at the bottom of the Picture tab:

Click here to add/zelect default piclure.
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OR

Click the center of the Picture tab select Add Image from the popup menu:

Click here to add/select defau

Add Image

Select Image

Delete Image

2. A standard Windows Explorer screen appears. Navigate to the picture you would like to attach,
then click Open. The selected picture will appear in the Picture tab.

| Management I Security I Clock I Personal | Picture | Pay I Motes |
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3. You can continue to add pictures as needed using the Add button or the popup menu. Only the
picture you have selected as the default picture will appear in the Picture tab.

To Change the Default Picture

1. Click on the image in the Picture tab to display the popup menu.

| Managemert | Security | Clock | Personal | Picture | Pay | Notes |

Add Image
Select Image

Delete Image

2. Click on Select Image to view a list of pictures attached to this employee.

| Management | Security | Clock | Personal | Picture | Pay I Naotes |

Add Image

Select Image » Keala.jpg
Delete Image » lellyfish.jpg

Koala,jpg

L]
b

A
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3. Select a new picture from the menu. The image you select will appear in the Picture tab.
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To Delete a Picture:

You have two options for deleting pictures. You can:

1. Delete the default image by clicking the Delete button on the Picture tab.

T

| Motes i

| Management | Securty | Glock [ Personal | Picture | Pay

The default picture (the image showing on the picture tab) will be deleted.
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2. Delete an image other than the default image by clicking on the picture tab to view the popup
menu. On the popup menu, selecting Delete, then clicking on the image you want to delete from
the resulting picture list.

~ .
Add Image
Select Image

Delete Image Koala.jpg

Koala.jpg

To View the Picture:

You can view the default picture in the Windows Picture Viewer (or the picture viewer you have set as
default on your PC) by clicking the View button.
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Pay Tab

Use this tab to identify the method for paying an employee and how much that employee is paid. Some
reports use this data to calculate the base wages that an employee is due according to the timecards and
group settings.

| Management | Securty | Fay Ei_F'_EfsEr_'u_a_l_!_fj.IEtEs !

.....................

Pay Class Type
) Hourly Enter the yearly salary for this
. ) employee using the Add Rate & Full Time
@ Salaried button below to be able to
calculate wages.
Salary: @ Part Time

The current effective
rate or salary for new
Efcctive e time is shown here.

Rate History

#  Hfective Date Rate

| New Rats Delete Rate

Help (F1) Save Exit
|

Enter information in the fields, then click the Save button to save your changes. Each of the fields on this
tab are described in the table below:

Field Description
Hourly/Salaried Select whether this employee is paid by the hour or receives a salary.

Hourly Displays the employee's salary or hourly rate.
Rate/Salary
The amount entered here is transferred to the JobTrack application and
appears in the Hourly Cost History section on the Employee
Maintenance screen (only Administrators have access to this screen).
This information is transferred from WaspTime to JobTrack only once.
Subsequent changes made to this information, either in JobTrack or in
WaspTime are NOT transferred to the other application.

Example: The first time you open John Doe's Employee Maintenance
screen in Job Track, his hourly rate entered in WaspTime appears in the
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Hourly Cost History section. You can then add to this amount as
needed (adding in bonuses, per diem or any other cost that affects the
budget of projects he is assigned to). The changes you make in the
Hourly Cost History section are NOT transferred back to WaspTime as
the information in WaspTime is a base rate and should not include
bonuses, etc. Changes made to this information in WaspTime are also
not transferred back to JobTrack.

This data alone should not be used for making payroll checks
because it does not consider account taxes.

Effective Date

Displays the date this pay rate went into effect.

Rate History This table grid displays all rates setup for this employee along with their
Table effective dates.

Full Time/Part Select whether this employee is full time or part time.

Time

To Create a New Rate:

1. Select whether this is an Hourly or Salaried employee.

2. Click the New Rate button below the Rate History Table. A screen similar to the following

appears:

# Now Rate

entered.

Fiate:

Effective Date:
1273052006

The rate you enter will apply to all time
fram and including the effective date

3

| Hel(F1] ||

(] ] [ Cancel

3. Enter the Rate and select an Effective Date.

4. Click the OK button to save your new rate. You will be returned to the Edit Employee

Screen/Pay tab.

To Delete a Rate:

1. Highlight the rate you want to delete in the Rate History table.

2. Click the Delete Rate button.
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Notes Tab

The Notes tab allows you to enter notes (up to 255 characters) about an employee as well as
Emergency Contact information. This data is used for reporting only.

Below is an example of the Notes tab:

Motes:

Add Note

Emergency Contact Information

e Exit
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To Add a Note:

1. Click the Add Note button. A screen similar to the following will appear:

% New Note ['$_<|

Enter the new nate and click OF.

Enter vour note text here |

& [

2. Enter your note text in the field, then click the OK button.

3. Your note will appear in the Notes section along with the date and time the note was entered.

Note: You cannot delete notes.
To Add Emergency Contact Information:

Type the information directly into the Emergency Contact field. This information can be changed or
deleted as needed.
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Timecards: Viewing/Editing

Timecard Screen Overview

The Timecard screen allows you to view and/or edit Timecard entries and calculated totals for each
employee in a week-at-a-glance grid and provides access to a variety of functions to maintain an
employees time record.

The Timecard screen is divided into four sections:
Section A: Toolbar

Section B: Timecard Entries

Section C: Totals

Section D: Options

Below is an example of the Timecard screen displaying the sections:

Q} Timecard for: Doe, Jane1

O & &b B e dT & & ([ a

Previous Next Absences Adjustments History | Overtime Schedule Makeup Time | Print
Employee Employee

Badge Number: 1234 Group:  Salary
<< | Sunday, January 04, 2009 to Saturday, January 17, 21}[!'9 -
Sun Man Tue Wed Thr Fri Sat Sun Man Tue Wed Thr Fri Sat
174 1/5 1/6 177 1/8 1/9 1/10 1 /12 1413 114 1/15 1/16 1/17

2:00am 3:00zm |8:00am B:00am

12:00 pm  12:00 pm pm  4:00 pm

1:00 pm pm X0 pm

S:00pm  4:00pm | 4:00pm

Pay
Period
Total
Punch 09:00 '08:00 08:00 08:00 33.00 33:00
Absences 00:00 00:00
Regular 32:00 3Z-00
OT After 08:00 08:00 ©08:00 08:00 0800 40:00 C
Overtime 01:00 01:00 01:00
OT2 Mter 00:00
Overtime 2 00:00 00:00
i m — 3
[¥] Auto Caleulate
Help (F1) [ Swe || Dome

Note: The Approve will only appear on the Timecard if you are using the Professional or Enterprise
version.
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Section A: Toolbar

# Timecard for: deBlonk, Brady 1

Previols Mexk Absences  adjustments  History | Overtime  Schedule Makeup Time | Prink
Emplovee  Emploves

@
= A

The functions available on the toolbar are described below:

1.

Employee Drop Down - Click the down arrow located beside the Next Employee button to
display a drop down of employees. Select an employee from the drop down menu to change to
display that employee's timecard.

O ©. & i

Previous  Mext Absences  Adiu
Emploves  Emploves

Eadge Mur deBlonk, Brady

Do, John |

Absences - Opens the Absences screen which allows you to add an absence to an employee's
timecard.
Adjustments - Opens the Adjustments screen which allows you to view any adjustments made
while calculating the totals for this timecard.
History - Opens the History screen which allows you to view changes made to an employee's
timecard and identify who made those changes.
Overtime - Opens the Overtime Override screen which allows you to give overtime to an
employee on a daily basis, which overrides the preset group overtime rules for that particular
employee.
Make-Up Time - Opens the Make-up Time screen which allows you to account for an employee's
make up time as regular hours instead of overtime as required by California law.
Schedule - Opens the Schedule Override screen which allows you to change an employee's in
and out schedule for one week. This affects early in, late out, and overnight rules.
Print - Allows you to print the employee's timecard data. This button gives you three options for
printing the timecard:

¢ Printed Selected Timecard Week - Print one timecard for the selected week.

e Print One Timecard for Each Pay Period Week - Print all weeks of an employee's pay

period on separate sheets.
e Print Timecard Pay Period Summary - Print a summary of an entire pay period on one
sheet.
Below is an example of the Print button options:

=
Prink
Print Selected Timecard Week
Print One Timecard For Each Pay Period Week,

Print Timecard Pay Period Summary
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Section B: Time Entries

[ << | Mondap. January 29, 2007 to Sunday, February 11, 2007 v
Man Tue wed Thr Fri Sat Sun faon Tue Wwed Thr Fri Sat Sun
1429 1430 143 21 202 203 201 245 206 207 2/ 249 210 21

SUUEN  [8:00am  (F00am  (8:00am  |E30am | E:00am
E00pm  |S5:00pm |T:00pm (S:00pm  |4:00pm 400 pm

This section displays all punch data retrieved from the clocks and PCPunch. Manual time entries can
also be entered here. Attendance punches are displayed in chronological order (if you are using
JobTrack, punches into projects will NOT display here) . The software will attempt to pair the punches into
the correct slots based on the Group selected for each employee.

Hover over a punch field to view a popup screen detailing the punch type (in, out, etc.)

The Timecards screen opens to the current pay period. You can move through pay periods using the
scroll buttons.

To change an entry or make a manual entry, click on the cell and enter a new time. Click Save to save

your changes. A record of any manual changes made can be viewed on the History screen. For more
information on the History screen, please refer to the History topic.

Section C: Totals Section

Finch . |10:00 (0300 1200 0300 |08%:30 |0800 | 5530 | 1 1 1 1 000 |se:30
. P = T
Regular (0900 (0300 |03.00 [ogo0 (030 | | M e e c 000 |44:30
OT After 0300 (0300 [0300 (0300 [osoo | | | (0900 |0S00 (0300 (0800 |03.00 R R
Nyettime (01:00 | | BFO e e B f B [ 000 |1z:00
S e e e e :
(e | R e o P e i e Eeen G R e R R

This section providés an overview of how fhis week will be feportéd. Kéep in mind that by default all times
are displayed in the hour:minute format. You can change them to display in fractional hours on the
System Setup - Options screen. The Totals rows include:

1. Punch: The number of hours recorded. Automatic deductions are taken out of this total.
Therefore, if an employee has 9 hours, but a 15 minute break is set to be automatically
deducted, the total displayed here will be 8.45.

2. Absences: The total time charged to this employee as an absence. If an absence is charged to
an employee, the totals will change color to indicate if the absence is paid (Green) or un-paid
(Red).

3. Regular: This is the number of non-overtime hours that will be posted for each day.

4. OT After: The number of Regular hours and minutes that must be worked each day before
overtime is paid (if daily overtime is picked). The total in the Totals column of this row is the
weekly Regular hours that must be worked before overtime is paid. This field displays hours and
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minutes. For instance, if the employee must work 8 hours before getting paid overtime, the field
will display 08:00.

5. Overtime: The number of hours and minutes that will be reported as overtime for that day and
the sum of those hours in the Totals column.

6. OT2 After: The number of Regular plus Overtime hours and minutes that must be worked each
day, if daily overtime is picked, before overtime 2 is paid. The total in the Totals column of this
row is the weekly Regular plus Overtime hours that must be worked before overtime is paid. For
instance, if the employee must work 8 hours before getting paid overtime, the field will display
08:00.

7. Overtime 2: The number of hours and minutes that will be reported as overtime 2 for that day
and the sum of those hours in the Totals column.

Color Coding: Some cells are color coded to indicate extra information.
Time Entries Area (Top of Timecard Screen)
1. Red - Missed Punch
2. Light Green - Next Day Punch
Totals Area (Bottom of Timecard Screen)
1. Purple - Overtime
2. Dark Green - Paid Absence + Overtime
3. Cyan - Paid Absence, no Overtime
4. Red - Unpaid Absence

Section D: Options

[¥] futo Caleulate

| Help(F1) |

This section contains several options, Auto Calculate, Next Day and Approve (Professional and
Enterprise versions only).

Auto Calculate: The Auto Calculate checkbox, which is selected by default, enables the Timecard
screen to automatically determine whether daily or weekly overtime will be used. You can deselect this
checkbox to prevent the auto calculation if, for example, you are inputting many times at once and do not
want the timecard to recalculate after each time is entered. When this option is deselected, a button
appears that allows you to manually calculate as needed. When you save the screen or recheck the Auto
Calculate checkbox, the times will be recalculated again.

Next Day: This button applies to overnight shifts only. If an overnight employee forgets to clock out, you
can enter the correct clock out time and click this button to move the punch to the correct day.
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Example: An employee works 8pm to 5am Monday through Friday and forgets to clock out on
Wednesday. Wednesday will display only an in punch at 8pm. You can manually enter the out
punch here. The punch will initially appear as before 8pm punch on Wednesday. Click the Next
Day button to move the 5am out punch to the next day.

tan Tue YWied Thr Fri Sat Sun
141 1/2 1/3 1/4 1/5 1/6 1/7

800 pm (B0 pm | 5:00am
S:00am  |5:00am  |[5:00pm

\
A
\
\
A
\
\
\

15:00 15:00
0:00

08:00 A 5:00
\
A 0.00
| 7.00
07:00 1 0:00
Ao Calculate [ M et Cray

—_—

Approve: This button only appears if you are using the Professional or Enterprise version of the
software. If you are using the Approve feature, this button will appear highlighted on the employee's
timecard when a request for approval has been sent. For detailed information on using the Approve
feature, please refer to the topic Approvals.
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Absences Screen

The Absences screen allow you to add an absence to an employee's timecard. On this screen you can
enter the reason for an employee's Absence, the time, and absence code for a designated week.

Note: You must have Absence Codes setup before using this screen. To set up an absence code, from
the Main Window, select Settings, then click the Absence icon. For further information on creating
Absence Codes, please refer to the System Setup topic.

To Add an Absence to an Employee's Timecard:

1. From the Main Window, select Timecards or Employees. The Employee List appears.

2. Highlight the employee whose timecard you wish to edit in the list, then click View Timecard.
The Timecard screen for the selected employee appears.

3. Onthe Timecard screen, click Absences.

@ Timecard for: Flanders, Melly 3

=y )

¥V 9. b B e o o |

Previous N Absences | Adjustments History | Overtime S5Schedule Makeup Time | Print
Employee Employee

An Absences screen similar to the following appears:
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@ Ahsences for: Griswald, Bob 1 @

Previous Week Mext Week

Sunday tondap Tuezday ‘wednesday Thursday Friday Saturday
£/8/2008 5942008 £/10/2003 E/11/2008 £/12/2008 £/13/2003 5/14/2008
Code I(None> v||<None> v”(None) vH<None> 'H(NDHB) v||<Mone> vH<None> vl
Hours ; Minutes + |0:00 . : : : g ;
| Add Absence |
Abzences 02:00 W acation
05:00 51k,
Tal

Weeklp Total 16:00

Thiz pay period includes mare than one week, Usze the Previous and Mest buttons to select the week to edit.

Help (F1) | | Save H Cahcel |

4. Make sure the correct week is displayed (using the Next Week and Previous Week buttons if
necessary), then select an Absence Code from the drop down menu and enter the amount of
time the employee was absent. You can enter multiple absences for the same day, if needed.
For example, if can enter that an employee had a 4 hour paid absences for a conference,
followed by a 4 hour unpaid absence for sick leave on the same day. You can enter an unlimited
number of absences for any given day.

5. After selecting the absence code, click the Add Absence button. You will need to select this
button each time you add a new absence to a day.

6. Select the Save button when you are finished. You will be returned to the Timecard screen. The
absences you just entered will appear on the Timecard screen.
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Adjustments Screen

Use the Adjustments screen to view any adjustments made while calculating the totals for this timecard.
Adjustments are made according to the employee’s Group settings, and include such things as
Rounding and Automatic Unpaid Breaks. You cannot enter values into this window; it is for at-a-glance
review of current adjustments applied. These adjustments are subtracted from the Regular total
displayed on the Timecard screen.

To View the Adjustments Screen:
1. From the Main Window, select Employees or Timecards. The Employee List appears.

2. Onthe Employee List, highlight an employee and select View Timecard. The Timecard screen
appears.

3. On the Timecard screen, select Adjustments.

% Timecard for: Dixson, Callie 2

Previous  Mext Absences |Adjustments| History | Overtime  Schedule  Makeup Time | Print
Employee  Employee

Badge Mumber: |124 | Group: |H0ur|_l,l |

4. The Adjustments screen appears. Below is an example of the Adjustments screen:

&

Export  Print
Thiz window shows adjustments made to the total ime for each day. The adjustments are
controled by the rules get up for the group to which this emploves belongs.

Adjustments from: 1/1,/2007 to; 1/14/2007
Reason Punch Type Dap Date & E.&diusted By
e e sl ——————

5. You can export this information to a .csv or text file by clicking Export. Click Print to print the list
of adjustments.
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History Screen

The History screen allows you to view changes made to an employee's timecard and identifies who
made those changes. All manual changes made to the timecard are recorded on this screen. Changes
are listed with the most recent change at the top of the list. You cannot edit data in this window. It is used
for review purposes only.

This section covers the following topics:
Viewing the Timecard History
Printing the History Screen
Exporting the History Screen

Grouping the History Screen
Filtering the History Screen

To View Timecard History

1. From the Main Window, select Employees or Timecards. The Employee List appears.

2. On the Employee List, highlight an employee and select View Timecard. The Timecard screen
appears.

3. Onthe Timecard screen, select History.

# Timecard for: Dixson, Callie 2

O @ . &b el & 7 & &
Previous Mext Absences  Adjustments | Hiskory || Owertime  Schedule  Makeup Time | Prink
Employves  Emploves

Badge Mumber: i'|24 iGrDup: |Hourly |
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4. The History screen appears.

LAY &

Group  Filker  Export  Print

Thiz window shows manual changes made to the timecard for each day.
Changes fram: 1/15/2007 ta 1/28/2007
On 1/23/2007 deBlonk. Sebastian Added 17:00 for Monday 11542007

Effective D ate E Effective Time Changed By i Change Qid Time  ~  MNew Time Day Date Ch.. -~

onday

14232007 1038 deBlonk, Sebastian  Added 0:00 17:00 Tueszday 1MB6/2007

172342007 1038 deBlonk, Sebastian  Added 0:00 2.00 Tueszday 11642007
= Date Changed: 141742007

142372007 10:38 deBlonk, Sebastian  Added 0:00 17:00 Cwednesday 141742007

142342007 1038 deBlonk, Sebastian  Added 0:00 2:00 “wednesday  1/17/2007

[ o]

To Export the History

Export allows you to export the entire list to a comma-delimited text file.

1. From the Main Window, select Employees or Timecards. The Employee List appears.

2. Onthe Employee List, highlight an employee and select View Timecard. The Timecard screen
appears.

3. On the Timecard screen, select History. The History screen appears (shown above).
4. On the History screen, select Export. A screen similar to the following appears:
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Export To File

Save in: D My Documents v ¢ ;i -
1 ﬁM';.-' Music
A 23 -ﬁMy Pictures
iy Recent
Documents
4
©
Dezktop

by Computer

‘-;,i] Fil= narne: | L [ C ave l

My Metwark  Save as ype: %Eumma Separated files w Cancel

5. Enter the file name and type, then click Save.

To Print the History

From the Main Window, select Employees or Timecards. The Employee List appears.

On the Employee List, highlight an employee and select View Timecard. The Timecard screen
appears.

On the Timecard screen, select History. The History screen appears.

On the History screen, click Print. The Page Setup screen will appear.

Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer.

To Group the List

The History screen provides you with the capability of "grouping" the displayed information so you can
view data in a way that is most easy-to-read for you. You can have one group, two groups, or many
groups depending on how you want to view your information. For instance, if you want all changes on the
History screen to be grouped by Date Changed, you can quickly set this up.

1.
2.

3.

From the Main Window, select Employees or Timecards. The Employee List appears.

On the Employee List, highlight an employee and select View Timecard. The Timecard screen
appears.

On the Timecard screen, select History. The History screen appears.
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4. To see the grouping options, click the Group button. The top of the list screen expands to
display the group selections as shown below:

YD &

Group  Filker Export  Prink

Thiz window shows manual changes made to the timecard for each day.
Changes from:; 1/15/2007 to 1/28/2007
On 1423/2007 deBlonk, Sebastian Added 17:00 for Tuesday 1/16/2007

Effective D ate Effective Time Changed By Change Oid Time Mew Time [ray Date Chang..
14 o7 deBlonk, Sebaztian | Added Tuesday
142372007 10:38 deBlonk, Sebastian  Added 000 800 Wednesday 147/2007

142372007 10:38 deBlonk, Sebaztian  Added 000 1700 Wednesday  1/17/2007
172342007 10:38 deBlonk, Sebastian  Added 000 .00 Monday 1182007
14232007 10:38 deBlonk, Sebaztian  Added 000 1700 tonday 14852007
172342007 10:38 deBlonk, Sebastian  Added 0.00 .00 Tueszday 162007

5. To create a new group, click on a column header, then drag it to the space indicated on the
screen. For example, if you want to group information by Date Changed, click on the Date
Changed column header and drag it to the indicated space.

6. The screen now lists Date Changed as one of your groups and the information is displayed
according to when the changes were made.

Deleting Groups
1. If you no longer want to display information in a particular group you can easily ungroup
the data. For instance, if you have created a group for Date Changed, but now wish to
only group by site, you can remove the group by clicking on the group name and
dragging it down into the column header section. Let go of your cursor anywhere in the
column header section and the group disappears.

2. The information contained in that group still appears on the display screen, but it is no
longer grouped together.

Filtering the History Information

Filter allows you to limit the information that appears in the list by a keyword or phrase you enter.

Creating Filters:

1. Click the Filter button. A field appears at the top of the list allowing you to enter your keyword.

Lazt Mame Firzt Mame bl Group E rnploy

Cricket Jirnrnin Haourly
deBlonk Cebastian Hawrly

Dixzan Calle Haurly

2. Click in the space. A field appears below the first column header (Last Name in this example).
Type in the word or phrase by which you want to filter.
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Lagt Mame Firgt Mame k| o

o

3. After you have enter your word, hit the Enter key. A field will appear in the next column over
(First Name in this example). You can continue to enter keywords for each column by typing in
the field, then hitting the Enter key, or you can skip a column by hitting Enter without typing any
information. After you have Entered through all the columns, only the items that match your
entered filter (in this example, Last Name = deBlonk) will appear in the list.

Last Mame Firgt Mame L1l Group

Employee Id | Badge Humber Department
deBlank

Sebastian Haurly

Human Resources

Deleting Filters:
1. Toremove afilter, click on the filter you want to remove. Notice an icon appears next to the field.

Lazt Marme Firgt Marme Bl Gron
.................... ..
deBlonk. Sebashan Hau

2. Click the icon to delete the filter. The filter field becomes blank and the list displays all
information again.

You can quickly delete all filters by clicking the Filter button. The filter fields are hidden and all
information is listed on the screen again.
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Overtime Override

The Overtime Override screen allows you to give overtime to an employee on a daily basis, which
overrides the preset group overtime rules for that particular employee.

To Give Overtime to an Employee:
1. From the Main Window, select Timecards or Employees. The Employee List appears.

2. Highlight an employee on the Employee List and click View Timecards. The Timecard screen
for the selected employee appears.

3. On the Timecard screen, click Overtime.

# Timecard for: Dixson, Callie 2

O & . &b e @ 7 & &
Previous Mexk Absences  Adjustments  Hiskory | |Owertime | Schedule Makeup Time  Prink

Employves  Emploves

Badge Murmber: i'|24 i Group: iHu:uurI_l,l |

The Overtime Override screen appears:

% Owvartime Override for: deBlonk, Brady 1

Monday Tuezday Wwhednesday Thurgday Friday Saturday Sunday
1429/2007 1/30/2007 143142007 24142007 24242007 24342007 27442007
Dveride Day ] ] il ] ] ] ]
After Al After All After Al After All After Al After All After All
Overtime
Overtime 2

Thiz pay perod includes more than one week. Use the Previous and Nest buthong to select the week to edit.

(o) [

4. Select the day you want to override, then enter the number of hours after which overtime should
be applied. In the example below, the employee will receive overtime after working 7 hours on
Monday.
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% Overtime Override for: deBlonk, Brady 1

Maonday Tuesday ‘wednesday Thurzday Friday Saturday Sunday

1/29/2007 143042007 143172007 2472007 24242007 24342007 2442007
Owerride Day [F] ] [ ] ] ]

After all After All After All After Al After All After all After Al
Owertirne oro0 (2|
Owertime 2 =[]

This pay perod includes mare than ane week. Use the Previous and Mest buttons to select the week to edit
Help 1)

5. You can scroll through weeks using the arrow buttons at the top of the screen. Click Save to
save your changes. Click Done to exit the Overtime Override screen.
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Schedule Override

The Schedule Override screen allows you to change an employee's in and out schedule for one week,
which affects early in, late out, and overnight rules.

To Change an Employee's Schedule:
1. From the Main Window, select Timecards or Employees. The Employee List appears.

2. Highlight an employee on the Employee List and click View Timecards. The Timecard screen
for the selected employee appears.

3. On the Timecard screen, click Schedule.

# Timecard for: Dixson, Callie 2

F & b :
0 @ . b e O
Previous Mexk Absences  Adjustments  Hiskory | Owertime | Schedule | Makeup Time  Prink
Employves  Emploves

Badge Murmber: i'|24 i Group: iHu:uurI_l,l |

The Schedule Override screen appears:

% Override Schedule for: deBlonk, Brady 2

) W
Mext

“Y'ou can change this employee's in and out schedule for thiz week by entering new walues below. Changing the
schedule will effect early in and late out as well as overnight rules.

141542007 141642007 141742007 141872007 141942007 142042007 142142007
b onday Tuesday YWwednesday Thurzday Friday Saturday Sunday

Shift [ 05:00 > || 08:00 > || 08:00 % || = £ £ > || 08:00 £
Shift Qut [17:00 > || 1700 > [[17:.00 > || 1700 £ £ % ||17:00 )

Thiz pay penod covers more than one week. ze the previous and nest buttons to select the week you want to
change.

4.  Enter new times, then click Save.
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Makeup Time

The Makeup Time screen allows you to account for an employee's make up time as regular hours
instead of overtime as required by California law.

Please be aware that if the daily overtime for the group to which the employee is assigned is set to zero,
any make up time entered here will be ignored by the system. You must enter values in the daily
overtime fields on the Groups screen (even if you are calculating weekly) to use the Make Up Time

Missed function.

To Enter Makeup Time:

1.

2.

From the Main Window, select Timecards or Employees. The Employee List appears.

Highlight an employee on the Employee List and click View Timecards. The Timecard screen
for the selected employee appears.

On the Timecard screen, click Makeup Time.

% Timecard for: Dixson, Callie 2

Q0. & B 28 B
Previous Mek Absences  Adjustments  History | Owertime  Schedule  [Makeup Time
Emploves  Employves

B adge Mumber: 5124 | Group: !HDurl}' |

The Makeup Time screen appears.
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=

ek

Fre planned time off must be made up in the zame week it was taken.
Total Out and Total Make Up must be equal before zave iz allowed.

Dretailz
[Date Ot tMake lp  Hourgkinutes

bonday 141 /2007
Tuesday 1/2/2007
YWednesday 1/3/2007
Thurzday 1/4/2007
Friday 1/5/2007

S aturday 1/6/2007

NN Yy
b e b b b Rk

Sundayp 1/742007
Total Out; 0:00 Total Made Up:  [0:00

Thiz pay period reprezents mare than one week. Usze the previous
and next buttonz to pick the week thiz makeup time iz in.

4. Select the Out checkbox next to the day on which the employee will be absent (you will need to
enter an absence for the employee on the Absences screen before using the Makeup Time
screen).

5. Enter the number of hours the employee will be absent that day in the Hours field.
6. Select the Make Up checkbox next to each day the employee will be making up time.

7. Enter the number of hours the employee will be making up in the Hours field for each day that
has Make Up selected.
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Example:

John Doe is going to be absent for 8 hours on January 1, 2007. He wants to make up this time by coming
in two extra hours each day from January 2 through January 5. You would fill out the screen as shown
below:

Mexk

Pre planned time off must be made up in the zame weelk it was taken.
Total Out and Total Make Up must be equal before zave iz allowed.

Details

Date Ot Make llp  HourzMinutes
Monday 1/1/2007 (] |osoo E
Tuesday 1/2/2007 ] 02:00 =
‘Wednesday 1/3/2007 ll 0200
Thursday 1/4/2007 i 02:00 E
Friday 1/5/2007 O] 02:00 E
S aturday 1/6/2007 ] ]
Sunday 147/2007 ol il

Total Out; 8:00 Total Made Up; (800

Thiz pay period representz more than one week, Uze the previous
and next buttans ba pick the week thiz makeup time iz in.

Save ] [ Cancel

The extra hours the employee works on the make up days is not counted as overtime, even if you have
daily overtime set to 8. Any time worked beyond the 2 hours of make up time on these days is
considered overtime. The totals section on the Timecards screen will list the make up hours as regular
time. Therefore, if the employee works 10 hours on 01/02/2007, the Regular field on the Timecards
screen will display 10 and the Overtime field will display 0. If the employee works 11 hours on
01/02/2007, the Regular field on the Timecards screen will display 10 and the Overtime field will display
1.
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Timecard Approvals

Professional and Enterprise Versions Only

The Professional and Enterprise versions of the software give you the ability to require employee or
manager approval on selected employee timecards.

Setting Up Timecard Approvals:

To use this feature, you will need to indicate that timecard approval is required on the employee's Edit
Employee screen. To steps for setting up Approvals are as follows:

1. When you create a new employee (or edit an existing employee), if he/she will need manager
approval for the timecard, indicate who the manager is in the Supervisor field (Edit Employee
Screen > Management Tab).

2. On the Edit Employee Screen > Security Tab, select the checkbox Employee Approvals and/or
Manager Approvals. You can also select to require the entire timecard to be approved, or only if
overtime is indicated.

3. Make sure a valid email address is entered on the manager's Edit Employee screen and each
employee's Edit Employee screen.

Using Timecard Approvals:

Note: Once you create your approval request for a time period by following the steps below, the
approvals cannot be re-requested. The software will send out the approval request emails one time only
for a given pay period.

At payroll time, the payroll clerk needs to send a request to all employees and/or managers who need to
approve timecards. To do this:

1. From the Main screen, select Tools > Request Approvals. The following Approvals screen will
appear:
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Request Approvals

lUse this screen to start the approval process. Pick a week and all employees with time for that
week who are set to require approvals are listed. When the Request Approvals button is pressed,
the selected employees and their managers will be able to enter approvals or reguest changes.

Select Weeks by Pay Perod
Pay Period:
<= | Sunday, February 15, 2009 to Saturday, February 28, 2009 -

[#] Sunday, February 15, 2008 to Saturday, February 21, 2009
[#] Sunday, February 22, 2008 to Saturday, February 28, 2009

Select Employees

| [ [LastNa.. - [FirstName | MI | Badge Nu.. | Department | Group Na..|
| _ Fromags i Heats { 4567 _ Administration : Salary

1 1 [ ¥

(Bt ] (5]

2. Select the Pay Period for which you want to request approvals. The screen defaults to the most
recently completed pay period. Any employees that require timecard approval will appear in the
window at the bottom of the screen.

3. Select the employees for which you want to request approvals or select the checkbox in the
column header to choose all employees.

Select Employees To Be Approved /
Loetia . & it tovgms | W

: | First Name | MI | Badge Nu.. | Department | Group Na...|
4 Dee John

456789 Administration  Salary /
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4. If you are using email alerts, you can select the Send employees and managers emails for
new requests checkbox to have the software email them your request.

I r/

| = ’/

5. When you have made your selections, click the Request Approval button. The request will be
sent to the employee (if Employee Approval is selected on the Edit Employee screen) and/or
the employee's manager (if Manager Approval is selected on the Edit Employee screen.

6. Now the employee and/or manager should go to the employees' timecard. Keep in mind that the
timecard must be Saved before it can be approved. The Approve button will be enabled. After
review, the employee and/or manager should click Approve to approve the timecard or Request
Change if the timecard cannot be approved in its current state.

OT2 After 00:00
Overtime 2 000
4 . I . Fi
[#] Auto Caleulats Mext Day. | | Lpprove #‘J

When this button is clicked, a screen similar to the following will appear. If you are a user who
cannot change your own times or an Admin or a Manager approving someone else's time, the
screen will appear as follows:
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 Approve Time For Marsupial Rooney ==
Pick the week you are approving.

12/21/2008 To 12/27/2008 -
127272008 To 17252005 . Approving Time: 0:00

Click the radio button to approve the selected week.

©) Approve
Approved By Employee On: Mot Approved Yet
Approved By Manager On: Mat Approved et
Approved By Manager: Mot Approved Yet

Approvals are final when saved. Changing the imecard will invalidate all approvals.

ve | [LoDone ]

IN[¥5]
Illl
[§

If you are a manager approving your own time, your screen will appear as follows:
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9.

Approve Time For Jane Doe

1. Fick the week for which you are apprmrl e OF requestlng a change.

2."21!2=DD5 To 2."'2"!21}55' J'-".pprnvlng Time: 0 1}I}

Click the appropriate radio button to approve the selected week or to request a change.
() Approve
Approved By Employes On: Mot Approved et

Approved By Manager On: Mot Required
Approved By Manager: Mot Required
(71 Reguest Change

Requested By:

Requested On:

Change Details:

Approvals are fingl when saved. Changing the timecard will invalidate all approvals.

=X Done

This screen gives you the ability to request a change to your timecard if you see a mistake. The
change request will be sent to your Admin.

Click the Approve radio button to approve the time. If you are the employee, the current date
and time will appear in the Approved By Employee. If you are the manager, the current date
and time will appear in the Approved by Manager On field and your login will appear in the
Approved By Manager field.

Click the Request Change radio button to request a change to the timecard.
Click Save when you have made your selection. Any changes made to the timecard will
invalidate the approval. If the timecard is changed, the employee and/or manager will need to

Approve it again.

Click Done to close the screen.

142



WaspTime User Manual

Tools

Payroll Export

Payroll Export calculates and writes your employees' pay period hours worked and absence time to a file
in the selected format. The employees can be filtered by department and group and the date range can
be specified. If you are using QuickBooks, use this screen to specify which employee's time to send
directly to QuickBooks.

The file name and type for the Payroll Export is entered on the Payroll Settings tab of the System
Setup screen (accessed from the Main Window by selecting Settings). On the Payroll Export screen
you can limit the file to a specific date range, department or employee.

For information on connecting the software to QuickBooks, please refer to the topic Connecting to
QuickBooks.

To Export Your Payroll File:
1. From the Main Window, select Tools > Payroll Export.
OR
From the Main Window, click the Payroll icon.

A Payroll Export screen similar to the one below appears:
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@ Payroll Export @

Step 1: Pick the payroll perod to expart or specify a custom range.

[Last Period = | Select from this list to automatically populate the payroll date range.

[¥=]

From: Sunday ., July 29 2012 Custom date ranges should match payroll

period start and end dates.
To: Saturday , August 11, 2012

Step 2: Choose the employees to export.

Filter by Department (QOr  Filter by Group Select a group or ot vl I Ky ot et o
| <aLL> »| [ +| employess. (Opions)

[7] Show Inactive Employees
[¥] BExport Approved Timecards Only

| Last Name = | First Name [ M | Badge Mumber | Department |Gr{:up Mame
Clark Miller 2153 Administration : Salary

Doe Jane 2154 Administration : REG OWT
Saprusi Miguel 2155 Administration : REG OWT

[] Aways export default time (based on group schedule) for salary employees.

)

2. Select the date range for the payroll information you want to send. Options are:
This Period

Last Period (default)
Next Period
Custom

Custom enables the date fields allowing you to enter a range of dates.

3. Next choose which departments or groups (or all) you want to export. You can filter by

Department or Group using the drop down menu, or export payroll for all employees by selecting
the checkbox in the Last Name field.
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4. (Pro and Enterprise versions only) Select if you want to Export Approved Timecards Only. If
timecards exist that have not yet been approved, you will see the following notice on this screen:

Step 2: Choose the emgl-l.-ii:,;éiﬁs-n______/ _-______,Ff’f

Filter by Department Or  Filter by Group Select a group or department to narrow the list of
lq;ﬁ.LL> v] Ic.&LL:— v] employess . (Optional)
[] Show Inactive Employees
[¥] Export Approved Timecards Only Some employee’s timecards are not fully approved yet.
_ | Last Harr:-e . Fir_s_t Nan'r_e ' I"-'I_I | Badge Num._. | Dep:jrtn':ent Grqup_Narr-e _

5. Select if you want to "Always export default time (based on group schedule) for salary
employees". When this checkbox is selected, if an employee is a salaried employee, WaspTime
will export the default schedule (set on the Group screen), even if there are no punches entered
for that employee. Overtime for salaried employees will also be excluded from the export.
Absences will be sent for vacation accrual tracking.

6. Click Export when you are ready to create your file.
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Process Holidays

The Process Holidays screen allows you to apply Holiday hours to the timecard data of Employees in All

or Selected Departments or Groups.

This allows you to, for instance, apply holiday pay for Labor Day to all employees at once.

To use the Process Holidays screen, you should have already set up any applicable holidays and

absence codes in the System Setup > Statutory Holidays and Absence Codes tabs.

To Process Holidays:

1. From the Main Window, select Tools > Process Holidays. A Process Holidays screen similar

to the one below appears:

% Process Holidays

1. Pick the holiday to be applied to tmecards.
w | 12/25/2006

2. Enter the number of hours to be applied to each timecard.

1200 E:
3. Filter the list of emplopees. (Optional)]
Departments Groups
<ALL: w ar - |ealls
4, Check all the emplopees that are eligible for thiz holiday.
[]  LastMame Firzt Mame pl
[]  deBlonk, Brady
[] Chien Flusty
[ Cara bl ara

Haoliday time wall only be applied once to each timecard.

Badge Mumber
o
a0z
o0z

5. Click Apply Holiday and all the selected employee's timecards will be updated with the holiday time.

Apply Holiday l [ Dane

2. Select a Holiday from the drop down menu.
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3. Enter the number of hours to be applied to each employee's timecard.

4. Select the employees to which you want to apply the holiday. You can filter my Department or
Group or choose all employees by selecting the checkbox in the Last Name field.

5. Click Apply Holiday when you are finished making your selected. A confirmation message will
appear stating the holiday was successfully applied.
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Archive Timecards

The Archive Timecards screen allows you to archive all timecards that fall within a specified date range.

Archived timecards will no longer appear in the Timecards window or in most Reports. If you want to run
quarterly or year-end reports, archived data can be viewed using the Archived Timecard report.

To Archive a Timecard(s) from the Main Window

1.

From the Main Window, select Tools > Archive Timecards. A screen similar to the following
will appear:

% Archive E|

Archiving will remove all timecard data in the date range
below from reportz. se archive to speed up reporting and
timecard proceszing. Archived data can be unarchived and
there are reports that look, at archived data anly.

Fram: To:
i/ 1/2004 12/31/2004 %

Archive H Cancel

Select From and To dates using the drop down arrows. When you select the drop down arrows,
a calendar will appear allowing you to quickly select a date.

Select Archive to archive the timecards. For information on restoring archived timecards, please
refer to the topic Restore Archive.
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Applying Daylight Savings Time
The software allows you to apply Daylight Savings Time to all timecards in your system.
Applying Daylight Savings Time:

1. From the Main screen, select Tools > Process Daylight Savings Time. This Daylight Savings
Time screen will appear:

@ Daylight Savings Time (23]
Step 1: Select Time Zone. Only time zones assigned to employees will be listed.

Central Standard Time (GMT-06:00) Central Time (US & Canada) -

Select the Daylight Saving Time occurence you want to change. This can be the start or the end of
_ Daylight Saving Time. Enter the exact ime the daylight savings time change occured. The default ime
Step2: one settings are loaded automatically. Only change them if you are sure you have the correct
information.

@ Process Daylight Saving Time Start
Date: Time: Clock Adjustment (+/-min):
Sunday . March 09,2008 (@~ 3:00AM £0

) Process Dayhght Saving Time End
Date: Time; Clock Adjustment (min):

(2]
=1
]

Step3:  Filter Groups [Optional]. Click Filter Groups to select the groups that will have Filter Groups
this change applied.

Step 4:  Apply to employees. If the box is checked the DST change will be applied for that employes.
Remaoving the check in the box will remove the DST change for that employee Applying more than
once to an employee will not add or remove more time. Only employees who were [N when the DST
change occured will be listed.

|:| L;stNarr:-e “ | First Name Pl Qadge Numb..._ Department :_E_EroupName
[] iDoe ‘Jane i 78954 : Administration : Salany

| Help (F1) | Bpply Changes | [ Exit

2. Select the Time Zone to which you want to apply Daylight Savings Time.
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Select whether you want to process Daylight Savings Time Start or End. By default, the usual
date for DST beginning and end will be displayed here. You can change the date or time, if
needed.

A list of employees will appear at the bottom of the screen. This list displays all employees in the
selected time zone who show an IN punch on their timecard when the adjustment occurred will be
shown. If you have created groups (ex. Salary, Hourly, Temp, etc.), you can filter this list by
groups. When you click Filter Groups, the following screen appears listing all groups in your
system:

- Select (3]

Select one or more items from the list below, then click

oK

List of available tems
[¥] Salary

0K || Cancel |

Select individual employees to apply the DST changes to by clicking on the checkbox in front of
his/her name, or, apply DST to all listed employees by selecting the checkbox at the top of the
grid, as shown below:
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S Ve H]’.q:.-._____
f’ﬁm@ izt W emplojse. . _
ance to an employes wme._ e more time. Only employees whao wa’e'TN--.h___,—f”"Ff

change cccured will be listed.

(M | Badge Numb._ | Department | Group Nams

« | First Name

Last Name

5. Click Apply Changes when you have made your selections.
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Restore Archive

The Restore Archive screen allows you to restore all archived timecards that fall within a specified range
of dates.

To Restore Archived Timecards:

1. From the Main Window, select Tools > Restore Archive. A screen similar to the following
appears:

# Restore archived data Fs_<|

Restaring timecards will allow all reportz to uze the restored
data. Select the date range pou want to restore.

Fram: Taor
12004 v 123102004 v

[ Restare H Cancel ]

2. Select an employee from the drop down list or select Timecards and enter a date range to
restore.

3. Click Restore when you have made your selections.
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Unprocessed Punches

The Unprocessed Punches screen displays punch data that has been collected but was not able to be
processed by WaspTime due to unknown badge numbers. If a punch data record is collected that
contains a badge number that is not known to WaspTime , it cannot be processed. Unknown badge
numbers are commonly the result of data entry errors on the Employee screen.

If an employee’s badge number has been entered incorrectly, his or her punch records will not appear in
WaspTime . Once you have corrected the badge number in the system (on the Employee screen), all
corresponding Unknown Badge records should be processed the next time that WaspTime processes
punch data records, or you can re-process punches from this screen.

On the Unprocessed Punches screen, you can view invalid punches with the option of deleting them
from the database. (Deleting invalid punches may improve punch data record processing times.)

The information on the Unprocessed Punches screen can be grouped and filtered the same as other list
screens in WaspTime. For detailed information on grouping and filtering, please refer to the topic
Working with Lists.

The following topics are covered in this section:

Accessing the Unprocessed Punches Screen
Deleting Unprocessed Punches
Reprocessing Punches

Assigning Badges

Exporting Unprocessed Punches

Printing Unprocessed Punches

Importing Punches
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To Access the Unprocessed Punches Screen

1. From the Main Window, select Tools > Unprocessed Punches. A screen similar to the
following will appear:

@l Unprocessed Punches (=]
o0 :
~ 02
:Ei‘-] ﬁ s .
Delete Selected Refresh Re-Process Import | Group FEilter Export Ernt
All Punches
Badge Mumber Tim-est;mp = | Source Error Description

Mo records found. Make sure there is no filter set.

Record: 4 4 [ gjofF o p Pl

| Help(F1) | Exit

Invalid punches will appear in the list.

2. Click the Refresh button to view an updated list of unprocessed punches.

To Delete Unprocessed Punches

1. From the Main Window, select Tools > Unprocessed Punches. The Unprocessed Punches
screen appears.

2. On the Unprocessed Punches screen, select the checkbox next to the record(s) you want to
delete and click Delete Selected.
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To Reprocess Punches

1. From the Main Window, select Tools > Unprocessed Punches. The Unprocessed Punches
screen appears.

2. Onthe Unprocessed Punches screen, select the Reprocess All Punches button.

To Assign Badges

The Assign Badges icon is enabled if you download a punch or punches from a clock with a badge
number that does not match an active user in WaspTime. You can assign the badge number to an
existing employee in WaspTime using this feature.

1. On the Unprocessed Punches screen highlight the instance you want to assign (you can select
only one line at a time to assign), then click the Assign Badge icon.

@ Unprocessed Punches @

I AEANE R

Delete Selected Refresh Re-Process Assign Badge | Import | Group Filter Export Print

All Pun
] | Eadge Mumber ﬂl’inﬁstamp ~ | Source | Error Description B

2. Alist of all employees in WaspTime will appear:

5 Select )

Select one or more items from the list below, then click
OK

List of available tems

[] Doe, Jane 76
[] Mille, Randolph 2128

0K || Cancel
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3. Select the employee to which you want to assign the badge number, then click the OK button.

4.

Note: If this employee already has a badge number assign to them, it will be overwritten with the
new number.

[ select =

Select one or more items from the list below, then click
oK

-

List of available tems
[¥] Dee, Jane 76
[ Mills, Randolph 2138

OK

l Cancel

A confirmation screen will appear when the badge is successfully assigned.  Click OK on the
confirmation screen.

On the Unprocessed Punches screen, click the Re-Process All Punches icon to apply the
punches to the employee.

To Export the List of Unprocessed Punches

Export allows you to export the entire list to a comma-delimited text file.

From the Main Window, select Tools > Unprocessed Punches. The Unprocessed Punches
screen appears.

On the Unprocessed Punches screen, select Export. A screen will appear allowing you to
select a file name and location for your exported data.

To Print the List of Unprocessed Punches

1.

From the Main Window, select Tools > Unprocessed Punches. The Unprocessed Punches
screen appears.

On the Unprocessed Punches screen, select Print. The Page Setup screen will appear.

Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer.

Importing Punches
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If you do not have network connectivity where you want to mount your bioclock, you will need to load the
punches from the clock to a USB 1.0 memory stick, save the punch file to your computer, then download
the file to the software via the Unprocessed Punches screen.

B2000

1. To download punches from the B2000, insert the USB 1.0 memory stick into the USB port on the
side of the clock.
2. On the clock main menu, highlight the PenDrive icon and press the M key.

The USBDrive screen appears:

3. Use the up and down arrow keys to highlight the desired option.
4. Highlight Download and press the M key.
5. Select Download Attlog and press the M key.
The following files are copied to the USB disk/PenDrive:
o X_attlog.dat (attendance log)
o X_oplog.dat (management log)
o X_user (User information including templates.)
Note: The X represents the machine number from which the data file(s) originated.

6. Click Import from the toolbar on the Unprocessed Punches screen. A screen similar to the
following appears:

7
Look in: D My Documents e 3 ? i E"
EY ﬁMy Music
:_"";My Fictures

My Recent
Documents

Deskiop

My Computer
@ o .
—
My Metwork  Files of type: E1000 Punch File [%.dat] -
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7.

9.

B1000/

Navigate to the punch file on your computer, then click Open. The punches will download to the
software.

Click Re-Process All Punches on the toolbar of the Unprocessed Punches screen, or Process
Punches from the Tools menu of the Clock Setup screen. The punches you just added will be
processed and inserted into the timecards.

Verify that the punches are appearing correctly on the timecards, then delete the punches from
the clock. The steps to delete the punches from your clock are:

On the click navigate to Menu - Options - System Options - Advanced Options - Del AttLogs
- OK, then hit ESC to exit.

B1100

To download punches from the B1000 or B1100, insert the USB 1.0 memory stick into the USB
port on the side of the clock.

Log into the clock menu as an Admin or Supervisor and choose PenDriveMng > Download
AttLog > OK.

ESC out of the clock menu and remove the memory stick.

From the Main Window click Tools > Unprocessed Punches. The Unprocessed Punches
screen appears.

Click Import from the toolbar on the Unprocessed Punches screen. A screen similar to the
following appears:

Open @

Look in: | () My Documents v 3 B2 E-
I j]M'y' Music
23 E:_E-]]My Pictures
ky Becent '
Documents |
T |
|
i
Deszktop |
|
__________ i

by Computer
‘w‘] File rame: [l o [ Open ]
— T 1
MyNetwork  Filesoftype: | B1000 Punch File [ dat) vl | Cancel |
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6. Navigate to the punch file on your computer, then click Open. The punches will download to the
software.

7. Click Re-Process All Punches on the toolbar of the Unprocessed Punches screen, or Process
Punches from the Tools menu of the Clock Setup screen. The punches you just added will be
processed and inserted into the timecards.

8. Verify that the punches are appearing correctly on the timecards, then delete the punches from
the clock. The steps to delete the punches from your clock are:

On the click navigate to Menu - Options - System Options - Advanced Options - Del AttLogs
- OK, then hit ESC to exit.

If you need additional help deleting punches from the clock, please refer to your clock's user
manual.
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Database Backup

The Database Backup screen allows you to back up your data and set up Auto Back Up. If for any
reason your system goes down, backing up your data ensures you do not lose all of the employee
punches you have collected. The Backup function allows you to backup your entire database.

Note: If you have installed the Enterprise version, the Backup and Restore options are not available. You
will need to manually backup the database.

The topics covered in this section are:

To Backup Your Database

Changing the Default Backup Location

To Schedule an Automatic Backup

To Delete a Scheduled Automatic Backup
Exporting the List of Automatic Backups
Printing the List of Automatic Backups
Understanding Backups Statuses (Pass/Fail)
Troubleshooting Backups

To Backup Your Database

1. From the Main Window, select Tools > Backup Database. A screen similar to the following will
appear:

@ Backup Databaze @

Specify a file name for the backup then press the backup button. A one
time backup will be added to the automatic backup gueue and it will be
executed within two minutes.

The location of the backup can only be changed by an admin.

l Set Backup Location ]

If you want to create or edit an automatic backup press the Schedule
Backup button.

| Schedule Backup |

Help (F1) | Backup | | Close

2. Specify a file name, then click the Backup button.

The backup always saves to the C:\Program Files\Microsoft SQL
Server\MSSQL.1\MSSQL\Backup.
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Changing the Default Backup Location

You can change the default location of the backup file if you are setup as an Admin. To do this:

1. From the Database Backup screen, click Set Backup Location. The following screen appears:

Enter the path where you want backups stored. If this client is run from the same machine as
the database server, you can browse to the folder. If not you must type in the path manually. If
you leave the path blank, the backup will be placed in the default SQL backup folder.

Help | seve | [L.Done ]

2. Enter the path to the new backup folder. If the client is running on the same machine as the
database server, you can browse to this folder by clicking the "..." icon. If it is on a different

machine, you will need to type in the path manually.

3. Click Save when you are done.

To Schedule or Edit an Automatic Backup:

1. From the Main Window, select Tools > Database Backup. The Backup Database screen
appears.

2. Select the Schedule Backup button. The Automatic Backup List screen appears:

% futomatic Backup

Mew Delste  Edit ;Export Prink

Ligt of Automatic B ackup

Download Time | Frequency Active  + Description Lazt Run Result
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Note: The grid on this list screen functions as other list screens in this software. Please refer to
the Working with Lists topic for instructions on arranging the columns, etc.

3. Select the New button if you want to schedule a new backup time, or highlight an item in the list
and select the Edit button to edit an existing scheduled backup. A screen similar to the following
appears:

# Automatic Backup E|

Drescription

Time and Frequency

Frequency that you want this automatic download to repeat

<Select> w

]S ] [ Cancel

4. Enter a Description for this backup and a Frequency and Time.

Available Frequencies are:

Once - The backup will run once at the specified time.

Daily - The backup will run daily at a specified time.

Weekly - The backup will run weekly at a specified time.

Monthly - The backup will run monthly at a specified time. If you select Monthly, you
can choose the day on which to run the backup. You can choose from the dates 1
through 28 or End of Month, since all months have dates 1 through 28, while only some
have the dates 29, 30 or 31. (For example, June has 30 days while July has 31 so
selecting Last Day of Month will set the backup to occur on June 30 and again on July
31.)

5. Click the OK button. Your backup will be added to the Automatic Backups List screen.

To Delete a Scheduled Backup
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1. From the Main Window, click Tools > Database Backup. The Database Backup screen
appears.

2. Click the Schedule Backup button. The Automatic Backups List screen (shown above)
appears.

3. Highlight the listing you want to delete and click the Delete button.
Exporting the List of Automatic Backups
Export allows you to export the entire list to a comma-delimited text file.

1. When the Export button is selected, a screen appears allowing you to specify where the exported
data will be saved on your computer. An example of the Export screen is shown below:

Export To File

Save in: |E|M_I,I Documents v 3 j" g mv
iy ﬁMy Music
| 23 -QMv Fictures
ty Recent
Documents
A
©
Desktop

tdy Campuiter
.f% File narne: || b [ Save l
by Metwork Save az bype: | Comma Separated files w [ Cancel ]

2. Make sure you save this to a location you can remember. You must also choose a name for your
file on this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the
system.
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Printing the List of Automatic Backups

1. Print allows you to print the list. Select the Print button on the toolbar of the Automatic
Downloads List. A standard Page Setup screen appears allowing you to enter margins. An
example of this screen is shown below:

Page Setup

Faper
s [ ~ |

Source:; | Autormatically Select w |

Orientation b arging [inches)

%) Partrait Left: Right:
() Landscape Top: Biottom:

[ oK. H Cancel ][ Frinter... ]

2. Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer. To change which printer the list is sent to, click the Printer button on the Page Setup
screen. A Printer selection screen similar to the one shown below appears:

Page Setup

Frinker

MHarne; Wag 84 on comanche [from INF23) V| [ Properties... l

Status: Feady

Type: HF Laserlet 2200 Senes PCL
Wwhere:  TS003

Comment:

ak. ] [ Canicel
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Understanding Backup Status (Pass/Fail)

When running normally, your automatic backups will occur at the specified times with no errors. When
this occurs, the Automatic Backups screen will list Pass in the Result column. If there is a problem, Fail
will appear in the Results column. When you see Fail, one of two problems have occurred:

The Backup Ran with Errors: This means your backup did run, but contains errors. The system will
handle this differently depending on the Frequency you have selected.

e Once - A'Once' schedule will NOT attempt to run again, so you must edit the schedule (by
highlighting the listing on the Automatic Backup screen and clicking Edit) to attempt another
backup in the future.

e Daily - If a'Daily' backup has failed today, the system will NOT try to backup again until
tomorrow, unless the schedule is edited (by highlighting the listing on the Automatic Backup
screen and clicking Edit).

¢ Monthly - If a'Monthly' backup has failed today, the system will NOT try to backup again until
next month on the date and time specified, unless the schedule is edited (by highlighting the
listing on the Automatic Backup screen and clicking Edit).

The Backup was Missed: This may occur if the service was down at the time the backup was set to run.
As with errors, the system will handle missed backups differently depending on the Frequency you have
selected.

e Once - A'Once' schedule will run again as soon as the service is back up.
o Daily - A'Daily' backup will run the next day at the time specified.
e Monthly - A 'Monthly' schedule will attempt to backup again as soon as the service is back up.

Troubleshooting Backups

Auto-Polling - Keep in mind that if Auto-Polling on the Service Settings screen is set to FALSE, all
automatic downloads, syncs and backups will be turned off. If Auto-Polling is set to TRUE, all automatic
downloads, syncs and backups will run on schedule. Refer to the Service Settings topic for more
information.

Manual Backups - If you click backup to manually run a database backup the backup will not appear

immediately. The backup file should be expected to appear after 1 minute or so. Restoring backups is
instantaneous as these are not scheduled.
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Database Recovery

The Database Recovery screen allows you to replace all information as long as you have been backing
up your database.

To Recover the Database:

In order to restore the database, all connections to the database from machines other than the one you
are using must be closed. This means all users who connect to the database on any of the software suite
applications ( WaspTime , PCPunch or JobTrack ) must close the application. If an application is still
connected to the database when you try to restore, you will get an error message stating that users are
still connected and be unable to proceed.

The steps to take on each machine that runs a component of the software suite are listed below:
1. Make sure all applications from the software suite are closed.

2. Make sure all other applications that connect to the SQL database are closed (Ex: SQL
Enterprise Manager).

3. From the Main Window, click Tools > Database Recovery. A screen similar to the following
appears:

#% Restore Database §|

Specify a file name for the restore then press the restore button. A one
time restore will be added to the restore queue and it will be executed as
z00h as pozsible.

Restore File Mame;

daspTimeD-2007 1 3.bk,

To zpecify a location for the restore file pou must change the Backup

Location in the system Settings window,

Help [F1] Reztone ] [ Cancel

4. Specify the file name, then click the Restore button.
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Import Assistant

The Import assistant allows you to import external data from a File or from QuickBooks. Below is an
example of this screen:

Import

The following azgistant will allow pou to import external data into the databaze from a file or
from CluickBooks.

Chooze
(%) Impaort from file into Databaze

) Irnpart from QuickBooks

Ment » ] [ Cancel

To access this feature:

1. From the Main Window, select Tools > Import. The screen shown above appears.
2. Select

Import from file into Database, or
Import from QuickBooks.

3. Click the Next button to continue.
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Reports
Viewing/Importing/Editing/Scheduling Reports

The View Reports screen allows you to Import, Edit, or Delete reports (such as Daily/Weekly Overtime
or Absence) and specify a Date/Time Range, Timespan, and frequency Criteria (Once, Daily, Monthly)
for Employees, Departments or Groups.

This section covers the following topics:

View Reports

Edit Reports
Import Reports
Delete Reports
Scheduled Reports

View Reports

1. From the Main Window, click Reports. The View Reports screen appears:

@ View Reports @

-

Import Report  Edit Report  Delete Report | Scheduled Reports

Reports Date/Time Range

Active Reports Only From To

et e B 71522 - 742012 -
ﬁb&ence Report 5 Criteria

Absence Summary Employes

Absentee Report [<.NI> v]
Anniversary List D

Anniversary List Mo Breaks EEHEL

Approval History ! [<N|> ']
Archived Timecards Report != Group

Attendance [ [ <Al - ]
Attendance Summary

Birthday List

Change History

Custom Date Timecards

Daily Wweekly Overtime

Early Cut Report

Employee Demographics
Employee List - Detailed
Employee List - Simple

Groups Listing

Incomplete Absences
Incomplete Timecard Approvals
Incomplete Timecard Report
Monthly Reguired Days Off
Mext Review List -

R ) [ Goos

168



WaspTime User Manual

2. Click on the report you want to view. The options on the right side of the screen will change
depending on the report you have selected.

3. Enter your report parameters (Employee, Time Span, Ending Date, etc.), then click View Report.
Viewing Reports if you are a Manager:
By default, all reports (and lists) will display employees that report to you. For example, if you select the
Attendance report, all employees that report to you will appear in the Criteria - Employees field. Select
All to have the report display all employees that report to you, or select individual employees.

Viewing Reports if you are an Admin:

If you are an Admin, selecting All means all employees will appear on reports, regardless of to whom they
report. Admins can run reports for any manager in the list.

Edit Reports

You can rename existing reports and make changes to custom reports by following the instructions
below.
1. From the Main Window, click Reports. The View Reports screen appears.

2. Select the report you want to edit, then click the Edit button.

@ View Reports

|| Q| e

Import Report | Edit Report | Delete Report | Scheduled Repo,

Reports
Active Re Only

Repaort Naré

Absence Summary
Absentee Report
Anniversary List

Anniversary List Mo Breaks
Approval History
Archived Timecards Report

,H

m

/-

A screen similar to the following will appear:
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€ Edit Reports ==

Repaort filename

Report name

Absence Report
Lctive
Farameter names ar-e placed in the text boxes to match the value of the
parameter name used in the CrystalReports Designer.
<From: | From
<Tos: |To
<TimeSpans:
<Ending::
<infeekStart=:
<leekEnd::
<Employees: |Employee
=DeptiD=: |DeptlD
<Percentage::
<MhsenceCode:
<Month::

<Managerld=: |Managerld

3. You can make changes to all enabled fields on this screen. If you have selected a custom report
that you imported into the system, you can make changes to the criteria; however, if it is a report

that came with the software (such as the Absence report), you will not be able to make changes
to the criteria fields.

4. Click Save when you are done making changes.
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Import Reports

1. From the Main Window, click Reports. The View Reports screen appears.

2. On the View Reports, screen, click Import.

@ View Reports

Import Report| Edit Report Delete Report

Reports
Active Reports Only

The New Report screen shown below appears:

171



WaspTime User Manual

-

@ Mew Report

Repaort filename

Browse

Report name

Criteria for custom reports
Parameter names are placed in the text boxes to match the value of the
parameter name used in the CrystalReports Designer.

[7] Date/Time Range <From:
T

[ Time Span <TimeSpan::
<Ending>:

[ \Week Span <\eekStart>:
<leekEnd::

[] Employes <Employees:
[] Department <DeptiD:
[ Percentage <Percentage::

[] Absence Code  <AbsenceCode::

[ Month =Month;
[] Managerld <Managerld::

3. Enter the Report FileName or click browse to navigate to it.

4. Enter name of the report in the Report Name field. This is the name that will appear in the
reports list.

5. Enter the criteria for your custom report.

6. Click Save when you are done. You can now view your report by returning to the View Reports
screen and selecting your report from the list.
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Deleting a Report

1. From the Main Window, click Reports. The View Reports screen appears.

2. On the View Reports screen, highlight the report you want to delete and click the Delete button.

@ View Reports

Import Report  Edit Report | Delete Report || Scheduls

Reports Date
[#] Active Reports Only

Report Mai

A confirmation message will appear.

Click Yes on the confirmation message to delete the selected report. Keep in mind that reports that came
with the software are not actually deleted from the system. They are marked Inactive and no longer
appear in the Active Only Reports list.

To Reactivate a Report:

1. Deselect the Active Only checkbox on the View Reports screen. The checkbox will now say
"Show All" and all reports (active and inactive) appear in the list.

Reports
[=] Shaow al

| report_name

| Abzence Report

Abzentes Report
2. Highlight the report you want to reactivate and click Edit.

3. On the Edit Report screen, select the Active checkbox.

% Edit Reports

Feport filename

| Abzences.iph

Report name

|Absence Report

| [ Active |

Paramatar mamas ara nlarar

4. Click Save.

5. The report is now active again and will appear in the Reports List.
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Scheduled Reports

You can create filters for a report, then set it to run at a specific time each day, week, pay period, etc.
using the Scheduled Reports screen.

The following topics are discussed in this section:

Accessing the Scheduled Reports Screen
Creating a New Scheduled Report
Deleting a Scheduled Report

Editing a Scheduled Report

Exporting the Scheduled Reports List
Printing the Scheduled Reports List
Marking a Scheduled Report Inactive

Accessing the Scheduled Reports Screen

1. From the Main Window, click Reports. The View Reports screen appears

@ View Reports @

Qe
Import Repert  Edit Report  Delete Report | Scheduled Reports
Reportz Date/Time Range

[#] Active Reports Only From Te

Report Name z 72 - /1472012
| Criteria

Absence Summary
Absentee Report
Anniversary List |
Anniversary List No Bresks | Department

Approval History | IU*”:’ "]
Archived Timecards Report | Group

Attendance | [<.NI> ,]

4

Employee
(<Al -

m

Attendance Summary

Birthday List

Change History

Custom Date Timecards

Daily Weekly Overtime

Early Out Report

Employee Demographics
Employee List - Detailed
Employee List - Simple

Groups Listing

Incomplete Absences
Incomplete Timecard Approvals
Incomplete Timecard Report
Monthly Reguired Days Off
Mext Review List -

[ View Report ] ’ Cancel ]

2. On the View Reports screen, click the Scheduled Reports icon.
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@ View Reports @

v Q| e

Import Report  Edit Report  Delete Report | Scheduled Reports
Reports Date/Time Range

L rt= Only F

The Scheduled Reports screen appears:

@ Scheduled Reports EZIE

BDQITe
Mew Delete Edit | Export Print
List of Scheduled Reports

Run Report at | Frequency | Active | Description | Last Fun | Result
712912012 12:00 PM neskly Active weekly Absence Report 8/1/2012 5:59 AM Pass

(b ] o=

The Scheduled Report screen lists any reports you have scheduled to run and provides access
to the following functions:

New - Create a new scheduled report.

Delete - Delete a scheduled report.

Edit - Edit the filter or scheduled run time of a report.

Export - Export the list of scheduled reports displayed on the Scheduled Reports screen.
Print - Print the list of scheduled reports displayed on the Scheduled Reports screen.
Marking a Scheduled Report as Inactive - Make a scheduled report inactive.
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Delete a Scheduled Report

1. Onthe Scheduled Reports screen, highlight the report you want to delete, then click the Delete
button.

=[O

@ Scheduled Reports
g
Edit | Export Print

List of Sc*duled Reports

Fun F-leptlrt at | Freguency | Active | Description | Last Run | Result
7282012 12:00 PM Weekly Active Weekly Absence Report 81/2012 9:55 AM Paszs

A confirmation screen will appear:

Scheduled Reports

I'-\ Are you sure you want to delete this automatic schedule?

e &

2. Click Yes on the confirmation screen to delete the report. The following screen will appear
confirming the deletion:

-

Scheduled Reports @

:I Schedule was successfully deleted.
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Edit a Scheduled Report

You can edit the parameters for how a report is scheduled at anytime using this feature.

1. On the Scheduled Report screen, highlight the report you want to edit and click the Edit icon on

the toolbar.

@:3 Scheduled Reports

Qe

Mew Delete] Edit | Export Print

List of Scheduled orts

Run Report.. | Freguency | Active | Description | Last |

729 ! eekly Active Weekly Absenc

SIT2002 255, Period Active Incomplete Tim_ | .

The Schedule Report screen for the selected report appears.
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(€ Schedule Report [mE3m|

Description:

Incomplete Timecard Approvals

Fick the report this schedule is for:

[ Incomplete Timecard Approvals -

When to Run | Filter | How to Recsive

Freguency that you want this report to run:
Pay Period -

Diay:

End of pay period |

Time:
355 pm

L1

Active

2. Make changes as needed and click the Save button when done. For detailed information on
each field on the Schedule Report screen, please refer to the Adding a Scheduled Report topic.
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Export the Scheduled Reports List

Export allows you to export the entire list to a comma-delimited text file.

1. Click the Export button on the Scheduled Reports toolbar.

@ Scheduled Reports

New Delete Edit
List of Scheduled Reports

3

2

port | Print

)

Run Report.. | Freguency | Active ! Description
TI29/2012 12:0.. wieekly Active Wieekly Abs
812012 3:55.. Pay Penod Active Incomplete

The following confirmation screen appears:

Export To File ==

1 Do you want to export only the data that is visible in the grid? Click Yes
¥ to export only the data visible in the grid. Click Mo to export all data
including the hidden colurmns. Click Cancel to abort.

| ves || Mo || Cancel

2. You have the option of exporting all data, including any columns you have hidden, or exporting
the grid as is (excluding hidden columns).

If you want to export the data in the grid as it is currently displayed, click Yes.

If you want to export all data including any columns you have hidden, click No.

Click Cancel to cancel the export process.

3. When the Export button is selected, a screen appears allowing you to specify where the exported
data will be saved on your computer. An example of the Export screen is shown below:
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Export To File

Savein: |5'f:}h“|_l,l Docurnents v| ] 0 FE

Ty @My Music
L@ 24ty Pictures
iy Recent
Diocuments

m:
Dezktop

ky Documents

9

by Computer
‘g File name: || w | [ Save l
by Metwaork | Save as wpe: | Comma Separated files w | [ Cancel ]

Make sure you save this to a location you can remember. You must also choose a name for your
file on this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the
system.
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Printing the Scheduled Reports List
Print allows you to print the list.

1. Click the Print button on the Scheduled Reports toolbar.

@ Scheduled Reports

g X F g f
Mew Delete Edit | Export| Print
List of Scheduled Reports

Run Report at | Freqguency | Active | Description

TRY22 1200 PM  Dwleekly Active wieekly Abs

B 3:55 PM Pay Period | Incomplete
L~

A standard Page Setup screen appears allowing you to enter margins. An example of this
screen is shown below:

Page Setup @
o it
Em—— |
=
e '
= :;&—_E;#- !
==
L
Faper
Size: ’Letter vl
Source: lPu.rtnmaticth' Select - l
Orientation Marginz (inches)
(@ Portrait Left: 1 Right: 1
() Landscape Top: 1 Bottom: 1
oK || Ccancel

2. Click the OK button on the Page Setup screen to print the list. The list will print to your default
printer.
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Marking a Scheduled Report Inactive

Marking a report as inactive allows you to retain the report settings, but stops it from running
automatically.

1. On the Scheduled Reports screen, highlight the report you want to mark as inactive and click
the Edit button.

r

@ Scheduled Reports

DO e

Mew Delete]| Edit | Export Print

Ligt of Scheduled orts

Run Report . | Frequency | Active | Deseription | Last |
7292012 1201 weeldy Active nfeekly A

&11/2012 355 Pay Period Active incomplete Tim. |

The Schedule Report screen appears:

’@ Schedule Report @

Description:

Incomplete Timecard Approvals|

Pick the report this schedule is for:

[Incomple‘te Timecard Approvals -

When to Run | Filter I How to Receive

Freguency that you want this report to run:
Fay Period -

Day:

End of pay peried |5

Time:

3:55pm

Al

Active

I
g
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2. Deselect the Active checkbox at the bottom of the screen.

[] Active

(EebiF

The Schedule Reports list will show the reports status as inactive:

€3 Scheduled Reports =
DQ e
Mew Delete Edit | Export Print
List of Scheduled Reports
Fun Report.. | Freguency | Active | Description | Last Fun | Result
TES2012 1220, weekly Active Wweekly Absenc.. (8172012 3:.57 P..  Pass
81172012 949 Pay Penicd | Inactive | Incomplete Tim..
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Adding a Scheduled Report

1. From the Scheduled Reports screen, click the New icon on the toolbar.

@ Scheduled Reports

HOJre

Delete Edit | Export Print
List of Scheduled Reports

Run Report at | Freguency | Active | Descg
Mo records found. Make sur

The Scheduled Report screen appears.

'@ Schedule Report @

Description:

Pick the report this schedule is for:

When to Run | Filter I How to Receive

Freguency that you want this report to run:

<Select> -

k) (o]

Note: The Active checkbox is selected by default and disabled when creating a new report.
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2. Enter a description for this report in the Description field. For example, if you are setting the
Absence report to run weekly, you might enter "Weekly Absence Report" in the Description

field.

3. Select areport from the Pick the report this schedule is for drop down list. All reports
available in WaspTime, including any reports you have imported, are included in the drop down

list.

4. Onthe When to Run tab, select the Frequency that you want this report to run from the drop
down menu. Options are:

1.

Once - This sets the report to run once on the day and time you specify. Below is an
example of the When to Run tab with Once selected:

@ Schedule Report @

Description:

Weekly Absence Report

Fick the report this schedule is for:

[vasence Repart -

When to Run | Filter | How to Receive

Frequency that you want this report to run:
Once v
Date:

8/ 1/2012 [El-

Time:
12:00 pm

L1

Select the Date and Time on which you want the report to run. Click the down arrow in
the Date field to access the calendar:
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Diate: Ezz
8 17202 I uvl
1 August, 2012 r

Sun Mon Tue Wed Thu Fri Sat
29 30 A 2 E g
5 6 7 8 9 1w 1
12 13 14 15 16 17 18
19 20 A 2 23 24 2
28 271 2 29 30 31 ik
2 3 4 5 ] 7 8
[ ] Today: 8/1/2012

2. Daily - This sets the report to run once daily at a specified time. Below is an example
of the When to Run tab with the Daily option selected.

@ Schedule Report @
Description:

‘Weekly Absence Report

Fick the report this schedule is for:

[.ﬁbsence Report -

When to Run | Filter | How to Receive

Freguency that you want this report to run:
Daity| v
Date:

8/ 1/2012

Time:
Z2:00 pm

L1

Select the Time you want this report to run each day.
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3. Weekly - This sets the report to run each week on a specified day and time. Below is
an example of the When to Run tab with the Weekly option selected.

e} Schedule Report @
Description:
Weelkly Absence Report
Fick the report this schedule is for:
lﬁbsence Repart -

When to Run | Fitter I How to Receive

Frequency that vou want this report to run:

Weeldy -
Day:
Sunday} -

Time:

Select the Day and Time on which you want this report to run.

4. Monthly - This sets the report to run each month on a specified day of the month and
time. Below is an example of the When to Run tab with the Weekly option selected.

@ Schedule Report @
Diescription:
Weekly Absence Report
Pick the report this schedule is for:
[Absence Report -

When to Run | Filter | How to Receive

Freguency that you want this report to run:

[Morthiy -

Day:
1

Ll L

Select the Day of the month (1 through 28 or End of month) and Time at which you
want the report to run.

Note: End of month means the report will run on the last day of each month.
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5. Pay Period - This sets the report to run each pay period on the specified day and time.

@ Schedule Report @
Description:
‘Weekly Absence Report

Fick the report this schedule is for:
[Absence Repart -

When to Run | Filter | How to Receive

Frequency that you want this report to run:
Fay Perod -

Day:
10

4k

Time:

11:00am

Ak

Select the Day (1 through 13 or End of period) and Time at which you want the report
to run.

5. The Filter tab allows you to set limits on the data included in the report. An example of this tab
is provided below:
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@ Schedule Report @
Description:
Weekly Absence Report
Fick the report this schedule is for:
[Absence Repart -

Date/Time Range
[Yesterda}r - ]

Criteria
Employes
| <ail> -
Department
| <All> -
Group
| <al> -

On the Filter tab, select the following options:

1. Date/Time Range - Select the Date/Time Range for which you want to limit the data in
the report. Options are:

Today

Yesterday
Previous Pay Period
Current Pay Period
Last Week

This Week

Next Week

Last Month

This Month

Next Month

Year to Date

2. Select which Employee(s), Department(s) and/or Group(s) from which you want to
include data.

6. On the How to Receive tab, select how you want WaspTime to send you the completed report.
An example of the How to Receive tab is provided below:
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@ Schedule Report @

Description:

‘Weeldy Absence Report

Fick the report this schedule is for:

[Absence Repart -

| When to Run | Filter | How to Receive

Print
Microsoft XPS Document Writers:3 -

Wwhy don't | see all of my printers?

1 | copies

Report Format:
[F‘nrtable Doc Format { pdf) v]

Return Email Address:

Send Email Te:
[7] Selected Managers

[ Selected Admins
[] Custom List

Options are:

Print - Select a printer from the drop down list and set the number of copies. The report will be
sent to the printer on the date/time specified on the When to Run tab.

Why don't | see all of my printers? - Reports are sent to the printer using the WaspTime
Service. Because of this, only printers local to the network on which your service is installed
will appear in the drop down. To print to a printer that does not appear in the drop down list,
there are two solutions:

Option 1: Manually type the printer name into the field. Depending on how your network printer
was installed, this may solve the issue. If the report is not sent to the printer you indicated, you
need to make an alteration to the service setup (Option 2).

Option 2: Only use this option if option 1 did not solve the problem.
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On the machine where the service is installed, click Start > Control

Panel > Administrative Tools > Services. A list of all installed
services appears. Find WaspTimeServer in the list.

Click on WaspTimeServer. The WaspTimeServer Properties screen

appears:

WaspTimeServer Properties (Local Computer]

General | Log On I Recovery | Dependenciesl

5

Service name:

Display name: WaspTimeServer

Path to executable:

Description: <

"C:M\Program Files"Wasp Technologies'Wasp Time'\WaspTimeServer exe’

Startup type: Automatic -

Help me configure service startup options.

Service status: Started

Start Stop Pause Resume

fou can specify the start parameters that apply when you start the service
from here.

QK ] [ Cancel Apply

-

user name and password, then click the OK button.
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WaspTimeServer Properties (Local Comnputer) @

General | Log On | Recovery | Dependenc:ies|

Log on as:

(7 Local System account
Allow service to interact with deskdop

Browse..

EESSWDrd: FEERREERRRRRRRE

Confirm password: L IIIT I T I Y]

Help me configure user account log on options.

0K || Cancel Apply

4. Start and restart the service but right-clicking on WaspTimeServer in
the list and selecting Stop, then right-clicking and selecting Start.

Email - You can set the report to email to multiple people.

Note: In order to use the email option, you must have email setup on the System Setup screen
> Options tab. If email is not setup, the Email option will be disabled on the How to Receive

tab.
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[] Email
Report Format:

Portable Doc Format {pdf) - |

Send Email To

[[] Custom List

Return Email Address:

[7] Selected Managers
[ Selected Admins

To use the Email option:

1.

Select the Report Format. Options are:

Portable Doc Format (pdf)
Microsoft® Word (.doc)
Microsoft® Excel (.xIs)
Rich Text (.rtf)

Enter the From email address in the Return Email Address field.

Click the l_J button to view a list of employees setup in WaspTime
with email addresses. Keep in mind that only employees with email
address entered on the Employee screen > Personal tab will appear in
this list.

In the Send Email To section, check which users you want to send the
report to. Options are:

Selected Managers
Selected Admins
Custom List

After you select an option or options, click on the l_J button next to
your selection to view a list of employees within that group. Below is
an example of the Select screen that appears:
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-

() Select e

Select one or more items from the list below, then click

OK

List of available tems

[ FAanders,Malty
[] Thatcher,Febecca

0K ][ Cancel

Select the employees to which you want to email the report, then click
the OK button.

6. Click the OK button to save the scheduled report. It will appear on the Scheduled Reports list
screen.
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Print Setup

The Print Setup screen allows you to select and configure a local or network printer and specify page
setup options such as paper size, orientation, and margins. This is the printer that will be used for
printing reports from the software.

To Use the Print Setup Screen:

1. Select File > Printer Setup. The Page Setup screen shown below appears:

Page Setup

Faper
see |

Source: |.-'1'-.ut|:|mati|:a||_l,l Select V|

Orientation barginz (inches)

{(*) Portrait Leit; Right;
(O Landscape Tap: Bottom:

ak. H Cancel H Frinter... ]

2. Select Printer at the bottom of the Page Setup screen. A screen similar to the one shown below
appears:
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Page Setup

Frinter

M ame: wWazp-3 4 on comanche [from [MF23] V| [ Properties. .. ]

Statuz: Ready
Type: HPF Lazer)et 2200 Series PCL
YWhere:  TS003

Comment:

] l[ Cancel ]

3. Use the drop down menu in the Name field to select a printer (all printers you have setup on your
system will appear in the list).

4. Click Properties to make changes to the printer configuration.

5. Click OK when you are done making changes.
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Working with Lists

WaspTime contains easy to use List screens that allow you to view and access a variety of information
quickly. Screens that use the list view are Employees, Groups, Timecards and Reports. Each of these
screens can be accessed by clicking the option on the Main Window.

In addition, you can access a Generic List screen from the Main screen by clicking the Lists icon.
Below is an example of the Generic List screen:

£ Y&

Show Group  Filter Export Print
Pick a list to view. Your changes will be saved. Employees

Employee: 14 4

el F1) |
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You can change the data displayed on the screen by making a selection from the drop down list:

@ Ermnployee List

fF Y&
Show Group  Filter Export Print
Fick a list to view. Your changes will be saved. [Emplo}rees vJ

I Anniversares i
| Department

' Departments
Doe Jane Groups
[ B * Phone Btensions
Crganization
Reviews

.LastName « | First Mame = | M|

_ f—'vd ministr_atior

The Generic List screen allows you to group information and create filters so you can arrange the
information as needed, then print or export the data. To use the Generic List screen, click on the List
icon from the Main screen, then pick which group of data (Anniversaries, Departments, etc.) you want to
view from the drop down menu. Follow the instructions provided below for Grouping, Filtering and
Exporting the data.

Note: These screens all function the same; however, individual options may vary for each screen. This
topic covers how to use all possible functions available on the list screens. Keep in mind that not all list
screens contain all functions mentioned here. The Clock Setup screen also uses the list functionality.
The toolbar options for the Clock Setup screen are discussed individually in the Clock Setup section.

Below is an example of the basic list screen layout. This is an example of the Employee List. This screen
can be divided up into three sections (labeled A through C in the example below):

A. Toolbar
B. Contents List
C. Buttons

In addition to these menus there are also "Context-Sensitive Menus" that appear when you right-click on

certain areas of the screen. These provide another way to access many of the functions available in the
toolbar. These types of menus are also discussed later in this section.
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€73 Employee List = ,\EI

= FRae| 8 YIre
View Timecard | Edit MNew Archive | Show Group Filter Export Print

Last Name = | First Name = | Ml = | Employee |d Badge Numb_ | Group Name [ Diepartment | Supervisor | Status
Flanders Mally 3i3 Salary Administration Active
Rebecca Thatcher 2 Salary Administration Active

o)

Employee: [4 4 §|0f3 ok

[ Help (FD) | Show [ENEEN - = i

Quick Links:

Click a link below to jump to that section of the topic:
Section A: Toolbar

Section B: Contents List

Section C: Buttons

"Context-Sensitive Menus"

Section A: Toolbar

@ Employee List = IE'

g 3@ 8 Y& A

Eiew.Timecard Edit Mew Archive | Show Group Filter Export Print

The toolbar at the top of the list screen provides quick access to a variety of functions and also allows you
to customize how the information on the list is displayed. Each of these functions is described below:

Button Description

View (Available on the Employee List screen only.) Highlight an employee in the list, then click the View
Timecard | Timecard button to view the Timecard screen for that employee. Please refer to the Timecard Screen

topic for detailed information.

Edit Highlight a listing on the screen, then click the Edit button. The Edit screen appears allowing you to
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update and change information.

New Accesses the New screen allowing you to enter a new Employee, Group, etc.

Copy (Available on the Groups List screen only.) Highlight a listing, then click the Copy button. The New
screen appears with all fields populated with the information from the listing you copied except for the
Group Name field. Enter a name for your new group, then click Save.

Archive (Available on the Employee List screen only.) Highlight a listing on the screen, then click the Archive
button. For complete information on Archiving Timecards, please refer to the topic Archive Employees.

Show The list screens provide you with the capability of "grouping" the displayed information so you can view

Group data in a way that is most easy-to-read for you. You can have one group, two groups, or many groups

depending on how you want to view your information. For instance, if you want all employees on the
Employee List to be displayed grouped by Group, you can quickly set this up.

To see the grouping options, click the Show Group button. The top of the list screen expands to display
the group selections as shown below:

% Employes List ﬁl

E FRag 8 YIT*e &3

View Timecard  Edit  Mew Archive  Show Group  Filker  Expart  Print

=I |

i Last Hame First Hame hl Employes Id  Group Badge Mumber Department

| Cricket 4 Hourly 457 Information Techn...
E 1| Hourly 0o Hurnan Fes
EDi:-:son Callie 2 Hourly 124 Information Techr...
E Fromage Wwilleat 3 Hoaurly 144 Huran Resources
iGabhald Fiusty 8 Salaried 4565 I nformation Techn...
| Herman Sherman 7 Hourly Rraq Human Resources

E Huffrnan Shonda 5 Hourly 4567 Human Resources
E.Juniper Roze 11 Salaried 974 I nfarmation Tech..
EMeIru:uast Melba E Hourly TiT | nfarmation Techr...
iMeriIIe M oby 3 Salaried a9 I nfarmation Techn..
iNugent Choco 10 Salaried 578 Information Techn...

Creating Groups

1. To create a new group, click on a column header, then drag it to the space indicated on the
screen. For example, if you want to group information by Group, click on the Group column
header and drag it to the indicated space.

= 2@ B YOO

View Timecard =~ Edit  Mew Archive  Show Group Filker Export  Print

Lazt Mame Firzt M ame Ml Ermployee |ld  Badge Mumber |Group | Department
Cricket Jirnrnirw 4457 Hourly Information Techn..

2. The screen now lists Group as one of your groups and the employees are displayed according to
what Group they are assigned.
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Group
Last Mame First Manne ]l Emplayes 1d B adge Mumber Department
= Group: Hourly
Cricket Jirmminy 4 457 Information Technola...
deBlank 5 1
Diixzon Callie 2124
Fromage Wwilleat 3144 Human Resources
Herman Sherman T AT Hurnan Resources
Huffrnan Shonda 5 4BET Hurnan Resources
telroast Melba E 777 Infarmation Technala...
= Group: Salaried
Gabbard Rusty 9 4565 Infarmation Technolo..
Juniper Roze 11 974 Infarmation Technolo..
elville ok 9 789 Information Technolo..
MHugent Choco 10 &78 Infoarmation Technolo...

3. You can create additional groups to further organize your information by continuing to drag and
drop column headers. For example, you can create a second group for Department dragging the
Department column header to the top of the screen.

Now the Employee List groups information by Group, and then by Department.

Gious L Department
Last Manne First Marne 5l Emplayes |d Badge Mumber
= Group: Hourly
- Department: Human Resources
deBlank Sebastian 1001
Fromage Willeat 3144
Herman Shermnan 7 &7
Huiffman Shonda 5 4RET
= Department; Information Technology
Cricket Jimmiry 4457
Dixzan Callie 2124
elroast Melba B 77T
= Group: Salaried
- Department:  Information Technology
Gabbard Fiusty A 45ER
Juniper Rose 11:974
elville b oby 9 789
MNugent Choco 10 578

4. You can switch the order of the groups (Department, then by Group) by dragging and dropping.

5. By default, the groups list information in ascending order (A through Z in this example.). You can

change this to descending order (Z through A) by clicking on the group name. Notice that after
you click on the group name, the arrow next to the name is now pointing in the opposite direction
and the information on the screen is reorganized.
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GraLy I:l_
= Departrment

Last Mame First b ame &l Emploves Id Badge Mumber
- Group: Salaried
= Department; Information Technology
Gabbard Rusty 8 4565
Juniper Riose 11 974
Melville toby 9 789
Mugent Choco 10: 573

= Group: Hourly
= Department. Human Resources

deBlonk iF 1100
Fromage Willzat 3144
Herman Sherman T 583
Huifrnati Shanda 5 45E7
= Department:  Information Technology
Cricket Jimming 4 457
Diixzon Callie 2124
M elroazt Melba E 777

Deleting Groups

1. If you no longer want to display information in a particular group you can easily ungroup the data.
For instance, if you have created a group for Group and another for Department, but now wish
to only group by site, you can remove the Department group by clicking on the group name and
dragging it down into the column header section. Let go of your cursor anywhere in the column
header section and the group disappears.

el L Departrment "
Last Hdme Department &1l Employee I1d B adge Mumber
= Group: Saleded &3
= Department: Information Technology
Gabbard Rusty g 4565

2. The information contained in that group still appears on the display screen, but it is no longer
grouped together.

Group
Lazt Mame Firzt Mame bl Employes 1d Badge Mumber Departrment

= Group: Salaned
Gabbard Rusty 8 45E5 Information Technology
Juniper Rose 11 974 Information Technology
Melville b oby 9 789 Information Technology
Hugent Choco 10 578 Information Technology

— Group: Houry
Cricket Jirmniny 4 457 Information Technology
deBlonk an _ oot Human B ez
Dixzon Callie 2124 Information Technology
Fromage Willeat 3144 Hurnan Resournces
Herman Sherman 7 5789 Human Fesources
Huffrian Shonda 5 A5ET Human Resources
Meloast Melba B V7T Information Technology

Filter Filter allows you to limit the information that appears in the list by a keyword or phrase you enter.

Creating Filters:

1. Click the Filter button. A field appears at the top of the list allowing you to enter your keyword.
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Lazt Mame Firzt Mame kel Group Ermplay

Cricket Jirnrnir Haurly

deBlonk Sebastian Hoarwrly
Diwzan Callie Hairly

2. Click in the space. A field appears below the first column header (Last Name in this example).
Type in the word or phrase by which you want to filter.

Lazst Mame Firzt Mame I Giro
: deBlark| K4

3. After you have enter your word, hit the Enter key. A field will appear in the next column over
(First Name in this example). You can continue to enter keywords for each column by typing in
the field, then hitting the Enter key, or you can skip a column by hitting Enter without typing any
information. After you have Entered through all the columns, only the items that match your
entered filter (in this example, Last Name = deBlonk) will appear in the list.

: Last Mame First Mame kl Group Employee |d | Badge Humber Department
| deBlank

Howrly Human Resources

Deleting Filters:
1. Toremove afilter, click on the filter you want to remove. Notice an icon appears next to the field.

E Lazt Mame Firgt Marme bl ol
&

Sebashan Haou

2. Click the icon to delete the filter. The filter field becomes blank and the list displays all
information again.

You can quickly delete all filters by clicking the Filter button. The filter fields are hidden and all
information is listed on the screen again.

Export

Export allows you to export the entire list to a comma-delimited text file.

When the Export button is selected, a screen appears allowing you to specify where the exported data
will be saved on your computer. An example of the Export screen is shown on the next page:
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Export To File

)

by Recent
Drocuments

©

Dezktop

=

ky Documents

by Computer

kdy M etwork,

Save in: | f:_} My Documents

@My Music

@My Pictures
File name: || » Save l
Save as type: | Comma Separated files v [ Cancel ]

Make sure you save this to a location you can remember. You must also choose a name for your file on

this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the system.

Print

Print allows you to print the list. When this button is selected, a standard Page Setup screen appears
allowing you to enter margins. An example of this screen is shown below:
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Page Setup

FPaper
see |

Source: |.-'1'-.ut|:|mati|:a||_l,l Select V|

Orientation targinz (inches)

{(*) Portrait Leit; Right:
(0 Landscape Tap: Bottom:

[ ak. H Cancel H Frinter... ]

Click the OK button on the Page Setup screen to print the list. The list will print to your default printer.
To change which printer the list is sent to, click the Printer button on the Page Setup screen. A Printer
selection screen similar to the one shown below appears:

Page Setup

Frinter

M ame: wazp-38.184 on comanche [from IMFZ23] V| [ Properties. .. ]

Status: Ready
Type: HF Lazerlet 2200 Senes FCL
“Where:  TS002

Comment:

()4 l [ Cancel
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Section B: Contents List

The contents list displays all data related to the selected list. For example, if you selected Employees or
Timecards, all employees will display here, if you selected Groups, all Groups will display here, etc.

Last Mame = | FirstName = | M + | Employee |d | Badge Mumb_ | Group Name | Department | Supervisor | Status
Flanders Mally ™ 3i3 Salary Administration Active
Rebecca Thatcher D 2:2 Salary Administration Active

Holede 00 alal fedmi tratior Aetive

Employee: 4 4 élOfS bRl

Sorting Columns: Most of the columns that appear in the lists can be sorted ascending or descending.
The columns sort ascending by default. To change the sort order, click on the column heading. An
arrow will appear next to the column name to let you know in which direction the information is sorted.
The example below shows a Last Name column sorted Ascending.

Laszt Mame
Cricket
f deBlank,

Dixzon
Fromage
Gabbard
Herman

Huffrman
Juniper
b elroast
Melville
MHugent

Selecting a Listing: The list screens can display up to 1000 lines of information at a time. You can
quickly scroll through the listings using the buttons directly below the contents list. Keep in mind that you
can also use the Filter button to limit the items that appear in the list (see Section A: Toolbars, above).

Click on a listing to highlight it, then click the button that accesses the desired function. For example, if
you want to edit Employee deBlonk, Sebastian, use your mouse to click on that listing in your Employee
List, then click the Edit button.

Arranging Columns: You can arrange the columns in the list into any order you wish. To change the
order, click on a column heading and drag it somewhere else on the list. For example, if you want to
make Group the first column in your Employee List, click on the Group column heading and drag it to
the first column in the list as shown below:

e e [ e e e o meen R

—F P e — S

Lak Group ane ! _-hh-h"""""-l Group | Employes |d  Eadge Mumber Department [
Cricket Al Horly 4 457 Infarmation Technal...
I deElonk: Sebastian Hourly Human R esources [

Diszon Callie Haourly 2124 Infarmation Techal .
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After you drop the column into its new position, the list will reorganize with the Group information
appearing first:

Group Lazt Mame First Mame kdl Employeald  Badge Number Department

Hourly Cricket Jirnrniny 4 457 Information Technal .
deBlonk Sebastian Human Resources

Hourly Dhiszon Callie 2129 Information Technal .

Howrly Fromage Willeat 3144 Hurnan Resources

Section C: Buttons

Show: Active Ok i C Exit

This section contains the following buttons:
Help (F1) - Click this button (or hit the F1 key on your keyboard) to access this help document.
Show: Use the drop down menu to limit the listings on the screen by those employees marked Active, to

Include Inactive/On Leave employees or display Archived information. By default, the screen is set to
Active Only.

S haw: & chive Ol w

Include Inactive # Leaw
Archived

Close - Click this button to close the List. Keep in mind when closing the list that your groups and column
settings will be retained.

Context-Sensitive Menus

The software provides you with a toolbar for quick access to various list features and, in addition, many of
these features can also be accessed via "context-sensitive menus". By right-clicking on a column
heading, a list of available features appears, as shown below (Note that not all options shown below are
available on all screens):

Last Mame v Sart ASC

Cricket Sork DESC

deBlonk.

Dikson iroup By This Colurin
Fiomage Shiow Grouping
liabbard Hide Column

Herman

Shiowe Hidden Calumns
Huffran ST Iaa

Any changes you make to the list via this menu will be retained when the screen is closed and re-
opened; however, if you install a patch or upgrade, the list settings will be lost. You must reapply
your list settings after installing a patch or upgrade.
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This menu allows you to:

Sort Ascending - Select this option to sort the column in ascending order (A through Z or 1 through 10,
etc.).

Sort Descending - Select this option to sort the column in descending order (Z through A or 10 through
1, etc.).

Group By this Column - Select this option to group the screen by the selected column. Please see
Section A - Toolbar above for more information on grouping.

Show Grouping - Select this option to show the groups selected for this list screen. Please see Section
A - Toolbar above for more information on grouping.

Hide Columns - The list allows you to hide columns by right-clicking on a column label and selecting
Hide Column. This enables you to hide information you do not usually need. When you hide a column, it
will remain hidden until you manually return it to the List screen by following the instructions below.

Show Hidden Columns - You can quickly view the columns you have hidden by right clicking on any
column and selecting Show Hidden Columns. A pop-up screen similar to the one below appears listing
all columns that are not currently visible.

idden Columns
Start D ate ﬁ
Termination D ate

MHext Beview

Office Phone

Job Description

Hourly Employes

Full Tinne

Statusg W

You can return these columns to the full List screen by clicking on a listing in the Hidden Columns
screen and dragging it back to the column labels section on the List screen.
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Command Line Functions

Command Line Functions are designated with a dash, as illustrated below.
wasptime.exe —x -y

Parameters can be passed to the Command Line Functions. These parameters are designated with a
slash, and must immediately follow the function to which they correspond. An example is shown below:

wasptime.exe —x /a /f /I /[c:\myexportfile] -y

Payroll Export (x):

USAGE: Use an x on the command line to perform a Payroll Export.
wasptime.exe —x

PARAMETERS: The Payroll Export Command Line Function accepts parameters to designate file format,
pay period, employee selection, and output file. If no parameters are specified, the values specified in
WaspTime's System Settings will be used. If there are not sufficient values specified in the System
Settings, the payroll export will not execute.

File Format:

a: ADP

c:CSVv

g : QuickBooks

Pay Period:

| : Last Pay Period (default)

t : This (current) Pay Period

Employee Selection:

f: All Employees (default)

(dept code) : Employees from a given Department (by Dept. Code)
{group name} : Employees from a given Group (by Group Name)
Output File:

[filename] : Desired Output filename

EXAMPLES:

The following command line will export a file named ‘sample export.csv’ to the root C directory, with the
last pay period in ADP format for employees in the Research and Development department (Code: RND).

wasptime.exe —x /a /| /(RND) /[c:\sample export.csV]

The following command line will export a file named ‘sample export.csv’ to the root C directory, with the
current pay period in QuickBooks format for employees in the NonExempt group.

wasptime.exe —x /q /t /(NonExempt) /[c:\\sample export.csv]
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Licenses and the About Screen
About Screen

The About Screen allows you to view and manage licenses and provides program version details.
To access this screen:

1. From the Main Window, click Help > About. A screen similar to the following will appear:

@ About WaspTime @

About WaspTime

Copyright Wasp Barcode Technologies 2004-2012

License Details

License Key
Wiew License Agreement
Employees Allowed Managers Allowed
100 3]
Employess Used Managers |Used
1] 0

Manage Licenses

Wersion Details

Application Version Database Version

7.0.0Pro- 810940 7000

Server Server Yersion
700

| Copy Settings to Clipboard |

2. From this screen you can:

View Your License Agreement - Click the View License Agreement button to display your
license agreement for the software. This is a text document that will open in a separate window.

When you are adding employees, keep in mind that the number of employees allowed on your
system by your license is equal to the number of employees + admin/managers you add on the
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Add/Edit Employee screen.

Manage Licenses - Click this button to review your current licenses for this software and/or to
add a new license. When this button is selected, a screen similar to the following will appear:

@ Manage Licenses @

Loailable Licenses
082150119486830 sxxx

e

To add a new license:

1. Click the Add License button. A screen similar to the following will appear:

Add License §|

Enter the new licenze key:

[ Help [F1] ] [ oK

2. Type in the new license key, then click the OK button.

3. Click the Done button on the Manage License screen when you are finished adding
licenses.

Copy Settings to Clipboard - To quickly copy the settings listed in Version Details section, click
the Copy Settings to Clipboard button. Now you can paste this information into another
document (such as a Word document) by pressing Ctrl+V on your keyboard.
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Manage Licenses

The Manage Licenses screen allows you to set up a license to a new user through the Add License box
and view the License and License Details, such as the total number licenses available and in use. For
more information on Managing Licenses, please refer to the topic About Screen.
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End User License Agreement Screen

The End User License Agreement screen allows you to read the entire license agreement. This screen
is accessed from the Main Window by clicking Help > About. The About screen appears with an
overview of license information. For detailed information regarding the About screen, please refer to the
topic About the About Screen.
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Glossary
B

Bi-weekly Pay Period: This pay period is always 14 days long. It can start any day of the week, but it
starts on the same day every week. There are always two complete weeks, which means two
complete sets of overtime, in each bi-weekly pay period. There are 26 to 28 pay periods in a year
depending on the year and when the pay periods start. In this software when you specify the date
of the first day in any pay period, the software calculates the first day of the week and all the other
pay periods. The pay period will include the date specified plus the next 13 days. Note that you
are not specifying the pay day but the day pay starts to accumulate. For example you might
select July 23rd. That means that your pay week always runs from Sunday through Saturday
because the 23rd is a Sunday. The pay period would be the two weeks starting on Sunday July
23rd through Saturday August 5th.

D

Daily Overtime: This time is calculated using a daily total threshold after which all time is overtime. The
standard daily overtime threshold is 8 hours. Once an employee works 8 hours in a day, all time
worked after the 8 is overtime.For example if you work 10 hours today, you will get 8 hours of
regular pay and 2 hours of overtime.

F

First Day of the Pay Period: The first day that time starts to accumulate in a given pay period.
Depending on the type of pay period, the first day of the pay period and the first day of the week
may not be the same.

Monthly Pay Period: This pay period means one pay period per month. It can be 28 to 31 days long.
The first day of the week will change from month to month because the length of most months is
not a multiple of 7 days. There will always be 12 pay periods in a year. To define when the
monthly pay period starts and ends, you will select the date of the month that is the first day of the
pay period. In the software when you specify the date of the first date in any pay period, the
software will calculate the length of the pay periods. You can also specify the first day of the week
because the pay period will rarely start on the same day from month to month. This also means
that some pay periods will include partial weeks. For example, you might select July 2nd 2006 as
the first day of your monthly pay period. That means that your pay period for July will run from
July 2nd to August 1st- 31 days. August will include August 2nd to September 1st -32 days. Most
monthly pay periods start on the 1st of the month and are as long as the month.

(0

Overtime Calculation: By law, overtime is always calculated weekly. A week is defined as 7 days but not
necessarily Sunday through Saturday. This allows you to pick which day of the week you want to
start your overtime week. You might change the first day of the week to simplify your reporting or
because your industry has weekly days off different from Saturday and Sunday. There are
exceptions to the rule that requires overtime to be calculated on a 7 day week, but the software
does not support those kinds of overtime weeks at this time.
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P

Partial Weeks in a Pay Period: Some Monthly and Semi-Monthly pay periods will be longer than 7 or 14

days and therefore will include partial weeks. These weeks can be the end of one week or the
beginning of another or both. Assume the pay period type is Monthly and the pay period starts on
the 1st of the month and the week runs from Sunday through Saturday. In 2006, August 1st was
on a Tuesday. The last week of July has Sunday July 30th and Monday July 31st as part of the
week but the rest of the week is in August. The end of the pay period is July 31st. The 30th and
31st is a partial week. Regular time for each day that is part of a pay period will be included in
that pay period. Using the above July example, if the employee worked 8 hours on Monday July
31st, that 8 hours would be included in the total hours for the month of July. Overtime is always
calculated weekly. If the overtime calculation is daily any overtime earned on the days included in
the pay period will be paid in that pay period. Using the July 2006 example above, if the
employee worked 10 hours on the 30th and 10 on the 31st and the daily threshold was overtime
after 8 hours, that employee would get 8 hours of regular time and 2 hours of overtime for each of
the last 2 days on his July timecard totals. If the overtime calculation method is weekly, once the
weekly threshold is reached overtime on each day included in a pay period will be included in that
period. If the employee worked 10 hours on the 30th and 31st but his weekly threshold of 40
hours was not reached until Thursday, he would see 10 hours of regular time on his timecard for
the 30th and 31st for July. If on the other hand he worked 24 hours a day on the 30th and 31st his
40 hours would be reached on the 31st and he would see 4 hours of overtime for that week in
July. If the software is set up to calculate both weekly and daily and choose the best method,
when a pay period includes partial weeks, the method of calculating overtime for the partial week
will default to daily. If the calculation switches from daily to weekly after the pay period is closed,
any overtime due the employee will be paid in the second pay period. If overtime was paid in the
first pay period that was not earned then, it will be subtracted from the next pay period. The net
effect will always be correct and since the only legal limitation is that overtime be paid as part of
the week it was earned.For example an employee works 9 hours on the 30th and 31st and is
given 2 hours of overtime for that partial week in July. He continues to work 8 hours a day for the
next 4 days for a total of 50 hours. Calculated daily he would get 2 hours of overtime but weekly
he is due 10 hours. He has already been paid 2 hours in the July pay period for that partial week
so in the August pay period he will get 8 hours of overtime for the rest of the week.

Pay Day: The day the paychecks are distributed. A pay day may be different from the last day of the pay

period because it takes some time to calculate and create the pay checks. Some companies pay
in arrears by some number of days, weeks or even a month.

Pay Period: The actual calendar days included in one paycheck. Any time worked or vacation spent on

Semi-M

the first day of the pay period through the last day of the pay period is added together to
determine total hours worked.

S

onthly Pay Period: This pay period means two pay periods per month. It is different from bi-
monthly because semi-monthly pay periods are not always the same number of days. There are
always 26 pay periods a year. To define when the pay period starts and ends, you will select the
day of the month that starts the first and second pay period. In the software you specify the day of
the month where pay starts to accumulate for the first and second pay periods. You must also
specify the first day of the week because the pay period will rarely start on the same day month to
month. This means that some pay periods will include partial weeks For example, if you select the
1st and 15th as the start of the first and second pay periods. Then for July 20086, the first pay
period will be from July 1st through July 14th -14 days. The second pay period would be July 15th
to July 31st-16 days.

W
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Weekly Overtime: This time is calculated using a threshold total after which all time is overtime. The
standard weekly overtime threshold is 40 hours. Once an employee works 40 hours in a pay
week, all time worked after the 40 hours is overtime. For example, if the first day of the week is
Tuesday and you work 8 hours every day of the week, then on Saturday you will have
accumulated 40 hours. If you work any hours on Sunday or Monday, these hours count as
overtime.

Weekly Pay Period: This pay period is always 7 days long. It can start any day of the week, but it starts
on the same day every week. There are always 52 pay periods in a year. In the software when
you select the first day of the week, the pay period will include that first day plus 6 more days. For
example, if you select Sunday as the first day of the week, all time on Sunday through the
following Saturday is included on the timecard. If you select Tuesday as the first day of the week,
the timecard will run from Tuesday through the following Monday.

217






WaspTime User Manual

Index

A

About Screen - Overview...........cccccoeeevennneee 211
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Accessing Reports...........vvvvviveiiiiiiiiiiiiiiiienes 168
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Adding a License............uuuueeiiiiiiiiie 211
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Adjustments - Printing List of ........................ 126
ALBIES .. 12
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Apply Changes to Prior Pay Periods ............... 82
Approval button - Timecard screen ............... 119
APProvals .........cccceeeeieeeiieiiiiie e, 138, 152
Archive Timecards.........ccuvvvvivveviiieeeinnininnnns 148
Ascending Order - List Screens .................... 197
Auto calculate timecards.............cccvvvviennnnnee. 119
Auto Notifications - Setup Email...................... 15
Auto Polling - all ClockS............uuvveviiiiiiiininnnnnes 65
Auto Reports .......oovvveeiiiiiiiie e 12
Automatic Backup............cccevvvieeiieeeieeeiiinnnn. 160
Automatic Backup - Deleting.................uuueee. 160
Automatic Downloads..........ccccooveeviiiiiiiinnnnn. 52
Automatic Downloads - Deleting ..................... 52
Automatic Downloads - Exporting List of ......... 52
Automatic Downloads - Printing List of............ 52
Automatic Notifications ............ccooooeiiiiiiin. 12
Automatic Syncs - Creating Editing................. 59
Automatic Syncs - Deleting...............eeevueuennnees 59
Automatic Syncs - Exporting.............cccuuvueeeees 59
Automatic Syncs - List..........cccooeiiiiiiiiiiiinne 59
Automatic Syncs - Printing..........cccccceciiiiiinnnn. 59
B

Backup - Scheduling Automatic .................... 160
Backup Database ............ccccoeeiiii 160
Backup Errors.......coooovi 160
Backup Failure ... 160
Backups - Troubleshooting ................ceeeee. 160
BioClock - AddiNg..........eevveiiiiiiiiiiiiiiee e 32
Breaks - Setting Up/Editing..........ccccccceveeennn. 82
Buffer - Unpaid ... 82
Buttons - List Screens............ccccoeeeeieeeeeeee. 197
C

California Law - Applying Makeup Time......... 135
California Overtime - And Method.................... 97
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California Overtime Rules.............cccccovvvnnnee 97
Clock - Upload Data To........cccceeeveeevveeinnnnnnn. 100
Clock Setup .....coovvvviiiiiiiiie e, 32
Clock Tab ...covviiiiii s 100
Clocks - Add Manually................ccoeveiniiennnn... 32
Clocks - Adding New..........cccceeiiiiiiiiiiiieneee, 32
Clocks - Auto searching for ............ccccceeeeenen. 32
Clocks - Creating/Editing Auto Syncs.............. 59
Clocks - Deleting......ccoooevviiiiiiiiiiieciceiee e, 32
Clocks - Download Punches to WT ................ 57
Clocks - Downloading Punchs Automatically .. 52
Clocks - Editing Settings ........cccooeevviiiiiiennnn. 32
Clocks - Server Settings........ccccooeevvviiivieennnn. 65
Clocks - Syncs - Troubleshooting ................... 59
Clocks - Troubleshooting...............cuuvvviiiiinnnn. 67
Clocks - Verifying Connectivity ................ouuee. 32
Columns - Arranging on List Screens ........... 197
comma-delimited files - importing................... 75
Company Information - entering/modifying ..... 15
Concluding Periods...............euvveieiiiiiiiiiiiiinnnns 82
Context-Sensitive Menus - List Screens........ 197
Creating Employees.............evvvviveviviviiinninnnns 100
Creating GroUPS. ........eveveeeveririiiieieiiiiieiiiiennnnes 82
Creating Pay Rate..............euvviviiiiiiiiiiiiiiininn, 100
Custom Reports...........euvvevvveviviieiiiiiiiiiiiiiinn. 168
D

Database - Backup........ccccooooiiiiiiiiiinnnn, 160
Database Information..............cccccceiiiiinnnne 211
Database Recovery.........cccccccciiiiiii 166
Daylight Savings Time - Applying........... 29, 149
Default Picture ........coovvviiiiiiiicieeeeeees 100
Delete Scheduled Automatic Backup............ 160
Delete Scheduled Report.........cccccevvvvveeeeeenn. 174
Deleting - Auto Syncs........cceveeeieeeiniiiiiiiieee. 59
Deleting @ ClocK..........cooiiiiiiiiiiiiiieiieeee 32
Deleting Pay Rate ..........cccccovvviiiiiiiiiiiinnnnnn. 100
Deleting Reports .........ccovvvviiiiiiiiiiiiiiiiieneeenn. 168
Deleting Unprocessed Punches ................... 153
Demographic Information - Entering/Editing . 100
Department - Export Payroll for .................... 143
Descending Order - List Screens.................. 197
Download All Punches ..........ccccoeiiiieiiiieiiinnnnn. 57
Download Fingerprints .........ccccccvvvveieieeenennn. 100
Download Punches ..........ccooveiiiiiiiiiiciiin. 57
Downloads - Automatically from clocks........... 52
E

Edit Scheduled Report ...........ccovvvvvvviviveeennnns 174
Editing Groups ........cceveeeeiiiiiiiieeee e 82
Editing Service Settings .........cccccceeiiiiiiiiiieeen. 65
Editing/Adding Employees................oonn.e 100
Email Alerts......ooooi e 12
Email Alerts - Setting Up Email...................... 15
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Emergency Contact Info - Employee............. 100
Employee - Adding Absence Time................ 124
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