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FILE MAINTENANCE

Under File Maintenance in TimEXpress you will find all set up parameters. To use the

TimEXxpress application area, you must set up employees and other basic information under
File Maintenance as listed below:

Bl Code File Lizting WS E3

iDepartments
Employees
Pay Types
Schedules

Business Parameters

Departments

You can assign employee’s time to specific departments. You can enter departments as follows:

Navigation: File Maintenance/Departments

EB Departments _ [}

Ceparment Code |ﬁDM g

Diescription |sdministration

Active _

File Maintenance
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Field

Comments

Department Code

Here you can enter a department code. A maximum of 5 characters
can be entered, both numbers and letters. The code must be unique -
you cannot use the same code twice. You can set up as many codes
as you like. Use codes that are easy to remember and describe the
department, for example: for Administration enter ADM.

Description Here you can enter the name of the department or division. You can
enter a maximum of 30 characters, both numbers and letters. For
example, if the code is ADM, the contents of the Description field can
be: Administration.

Active Here you can specify whether the department is active or inactive as

follows:
e Y- Active
¢ N - Inactive

Add a Record

To add a new department type in a new Department Code and the following message will be

displayed:

Look Up

P 1T B3

This record does not exist, ADD this [ Y'eg Click Yes.

Cepartment™?
Mo |

To look up the departments click on the magnifying glass icon e and the following
Department Listing will be displayed:

£= Departments M= E3

Department

Code Description Active
Dept1 First Dept. ¥
Fin Finance Department ¥
Sales Sales Department ¥

K| <24 >]a]4] |

||
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Modify
To modify a department, highlight the Department you wish to modify and left double click
your mouse. When you close the window you will get the following message:

IS B3

Save Changes? Yes |

No |
Make Changes |

You will also get this message when you add a new record.

Button Comments
Yes Changes will be saved.
No Changes will not be saved.
Make Changes Will take you back to the department window to make more changes.

File Maintenance
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Employee Data

This section describes how to set up employee information. Employee information includes

employee name, address, and other information.

Navigation: File Maintenance/Employees

EE Emplopee [iata HEE
Employes Code |I:I:[IIIII:|[I1 H
First b Ll
PMsme [Lzan [ [comea
FPhong |E1|]-55E-1.?.'12 SEM |11'-111-' 11
Address  [S60 Main Sy
I
CitSAZip  [Leoa [ra -
Depatmant [Depi ant Dept. |
Schedus  [on |Defanit 5 chedue
Pey Twpe  [Hiy1 [Houk Employes
Leval [i | st Admini shiation
Start Diede |01 /01,68 End Dt |
Artieg |r -|
Field Comments
Employee Code Here you can enter a number for the employee. You can enter a maximum of 10
characters, number only.
Name, Phone, SSN, Enter the appropriate information as it pertains to the employee.
Address, City, St, Zip
Department Here you can choose a department code to assign to the employee. To see the

right of the field.

Department Codes in the Department table, click the 2 magnifying glass icon to the

Schedule Here you can choose a schedule to assign to the employee. To see the Schedule

Codes in the Schedule table, click the 2 magnifying glass icon to the right of the field.

Copyright [0 2009 Thoroughbred Software International, Inc.
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Field Comments
Pay Type Here you can choose a Pay Type to assign to the employee. To see the Pay Type
Codes in the Pay Type table, click the - #=— magnifying glass icon to the right of the field.
Level Here you can choose a security level to assign to the employee. Selections are as

follows:
. Level 0 — System Administration
. Level 1 — Payroll Setup
. Level 2 Managerial Level
. Level 3
. Level 4
. Level 5 — Standard Employee
. Level 9 — No System Use Allowed

Start Date/End Date

Here you can enter the date on which the employee became inactive, due to disability or
maternity leave, for example.

Active Here you can specify whether the employee is active or inactive as follows:
. Y — Active
. N - Inactive
Payment Types

This section describes how to set up Payment Types. Payment Types can be defined as per your

business needs.

Navigation: File Maintenance/Payment Types

Payment Type Code [5aL g

Description laried Emplovess

ACtive

EB Payment Types [_ =) |

File Maintenance
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Field Comments

Payment Type Code | Here you can enter a Payment Type Code. You can enter a maximum
of 5 characters, both numbers and letters. The code must be unique -
you cannot have the same code twice. You can set up as many codes
as you like. Use codes that are easy to remember and describe the
Payment Type, for example: for Salaried enter SAL.

Description Here you can enter the name of the Payment Type. You can enter a
maximum of 30 characters, both numbers and letters. For example, if
the code is SAL, the contents of the Description field can be: Salaried
Employees.

Active Here you can specify whether the Payment Type is active or inactive
as follows:

* Y -—Active

¢ N —Inactive

Schedules

This section describes how to set up Schedules. Schedules can be defined as per your business
needs.

Navigation: File Maintenance/Schedules

Eﬁchedule M= E3
Schedule Code [Shi1 5O
Descriptian {Default Schedule
Start End Sunday [
Shift  [0s.00 [17:00 Monday 7
Tuesday [~
Lunch {1100 |‘IE:EIIZI
Wednesday [
Employees — Thursday [+
Needed  [ERCEl—| Friday -
Active |>< vI Saturday |_

File Maintenance
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Field 9Comments

Schedule Code Here you can enter a Schedule Code. You can enter a maximum of 5
characters, both numbers and letters. The code must be unique - you
cannot have the same code twice. You can set up as many codes as
you like. Use codes that are easy to remember and describe the
Schedule Type, for example: for Shift 1 enter SHFT1.

Description Here you can enter the name of the Schedule Type. You can enter a
maximum of 30 characters, both numbers and letters.

Start/End Time For Here you can enter the starting and ending time of the schedule for
Shift and Lunch the shift and for lunch break.

Employees Needed N/A — For future use with Scheduling Module.

Days of the Week Here you can specify which days of the week employees’ work for the

schedule. A 4 checkmark in the box designates that employees
assigned to the shift are required to work that day.

Active Here you can specify whether the Payment Type is active or inactive
as follows:

Y -—Active

¢ N - Inactive

Business Parameters
This section describes how you can enter general setup information.

Navigation: File Maintenance/Business Parameters

File Maintenance
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Grace Mintes Systemn Parameters
Eﬂerure‘ Al ‘ DeyiSiatciWesk. [orie -
Starvork [0 :l [0 .T.|
E el Wosk, _ﬂ rTi' ShutDiaven 1D |=|'="-|'=H=r“|'=t"-|
Gtart Lunch [ 10 il [0 i'
[0 = [0 2= Cin
Ernd Lumch - Z’ L Z' TauwchScresn =

=10

Autia Chgck: O [

Aura Lurch g0t I

I

Lag Missad Breaks I_

Grace Minutes

Field

Comments

Before and After
Grace Minutes

Here you can set up different grace periods for each punch type. For
example if when an employee punches in for work at 8:09 and you
don’t want to dock their pay you can set up 10 grace minutes and the
system will roll back their time to 8:00.

System Parameters

Field Comments
Day/Start of Week Here you enter the workweek start date.
Shut-Down ID Required to shut down the Touch Screen.

Payroll Interface

If you are interfacing to a payroll system check this box on.

Touch Screen

Here you can turn on the Touch Screen functionality if you are using it.

Auto Check Out

Here you can turn on functionality to have TimExpress automatically
check employees out at the end of workday, if you only want
employees to punch in.

File Maintenance
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Field

Comments

Auto Lunch In/Out

Here you can turn on functionality to have TimExpress automatically

check in and out for lunch breaks.

Log Missed Breaks

Here you can turn on functionality to have the system log missed

breaks.

File Maintenance
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TIME SWIPE ENTRY

Employees can check in/out a variety of ways with TimExpress. They are as follows:
1. T ouch Screen
2. K eyboard

3. Mouse

4.K eypad

Daily Time Reporting

When employees swipe in, the following menu will appear:

Time Swipe Entry 11
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(1 QI DAILY TIME REPORTIMG [ro:1o
hph}ﬂm'.._hr-ﬂ Chaek T~ «Chaelk Oub-
Diparimani [Forsi Deapi
Starrt Lunch vl el
bate 041081
Time [f000
- -3tart Breok- -End Braak-
Lest Entry 0410081 [Chackad b [1m:iD
~Concel Saipa-

Field

Comments

Employee Name This information will default in from the employee master record.

and Department

Date and Time The computer system date and time will default in.
Last Entry The last time entry will always be displayed in these fields.
Check In/Out The employee touches the appropriate button and the system creates a

Start/End Lunch time entry.
Start/End Break

Cancel Swipe If the employee clicked on the incorrect icon they can cancel their swipe.

Copyright [0 2009 Thoroughbred Software International, Inc.
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ADDING AND EDITING TIME

TimExpressallows you to edit employee time quickly and easily for situations like adding
missed, vacation, and sick days or punches or changing time because an employee punched in
late even though they were at work.

Editing Time

Navigation: File Maintenance/Employees/Time Clock icon (=

T Lunch Brk 1 brk 2 Fay
Dake In 113 Start  End Total Start End Start Emd 'E' Sched Bept
LETRL N - BzO@ | mzap | nzo@ B0 @ren | nzae | nzag A Hrlyl |SmFt1 |I!!t'|
[ETFENT] U:H@ | B:0% | HoBS | BB [ 21.8H | @:E3 | B:19 | B:E0 1 | [ [}
LETEETL )] Azng [ n:=ms m:md1 | 3 .@n @3 | nziw n:ng g —_—_
B 2T S E D08 | 0:0% | @85 | 007 | 2180 | @:E) | 019 | 008 | Biew g L
03/26/81 | 0:O0@ | n:0% | 005 | n:ed [#1.80 | @:ed | 0:19 | n:oo | ozom 5 ﬁ
WS 25w n:nE [ p:n Mz@s | mE@d | 380 | @3 | 0% | 0ine | nzae 5 /
[ETFTTL ] [HTHNHT HzB5 | B:@1 | #1.80 | @:@3 | B:19% | 0:6@ | B:80 5 |/
LEREEN A:n@ | Bza® | m=AS | omzmd (280 | @:@3 | nzi% | 0o | nzae k2 »
[ FTFFIT ] D08 | 0:0% | @z85% | 087 | #1.80 | @8 | 6:1% | 008 | B:ap 5/ L
[EFRS LT Azng n:znw n:=ns n:pd | _@n @3 | nz1iw Ii n:=ng A'_- 2
B el e 008 [ o:0% | @z05 | oaed [ 21,80 | @:Ed [ 019 | oz | ozee | /5 ¥
af1e/m [ n:ng il n:Eq |2 .@8 W3 | Bziw n:o@ | B-a@ / = 2
LERRE N 0@ [ B:O% | mz@S | mz@d (.80 | @3 | 0% | nzoe | nzae 5 ¥
[ETERIT] vzo@ | wzpw | @zes | Bzeq | @v.ee | @ced | ezee | ozee | ezep [ [}
PRI ETET - / I

To edit time follow the following steps:
1. Click your mouse on the field in which you wish to edi
2. Type in the correct time

3. Select Enter and the time will be updated.

Note:

You can also override default departments, schedules, and payment types on this screen.
For example you have an employee that you loan to another department for the day and you
want their time to be charged to the other department. A history file is stored on each punch and
is available to maintain audit trail of original entries

Adding and Editing Time 13
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Add Time Record

If you need to enter a new record for an employee you can do it in the Add Time Record

Window.

Navigation: File Maintenance/Employees/Time Clock icon @/Time Clock icon @

E5 Add Time Record [_ (]

Marme |Leu:un Somerall

otart End

Date Shit  [oo.0o [on-03

Break 1 |nn;nn |IIIIZI:IZIIZI
Lunch IIZIEI:I:IE |IZIEI:EI1
Break 2 |I:|I:|:I:|I:| IIZIIII:EIEI

Department  [Deptl g|First Dept.

Schedule IShft'I ngefault Schedule

Fayment Type IH i1 gIHDurI}I Employee

Field

Comments

Employee Name

Defaults in.

Date Defaults in today’s date, can be modified.
Department, Defaults in.
Schedule, and
Payment Type

Start/End Times for
Shift, Breaks and
Lunch

Defaults in from Schedule, however these fields can be modified.

Adding and Editing Time
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Reports

REPORTS

Report Menu

The following reports can be printed from TimEXpress:

BA Report Listing  [H[E]

Attendance

Department Listing
Employee Listing
Schedule Listing
Payment Type Listing
Security Levels

When printing reports in TimEXpress you have the option to view on the screen or print:

Select No to
Print to Screen

ki MiE E

D' pous e pricioesd cogey [ PH)7

>r4|:||
CAMCEL

HELF

When sending to the printer the following window is displayed, so you can select a printer:

Select Printer

Salact Pante | LF'F1 P LP: w and Click OK.

P

15
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Attendance

Reports

Navigation: Reports/Attendance

“H Aepoits M= ES
Repor Type  [Cim =
Etar End
Date Range [T odaw ] [oana [o47
Employes | L
Dapartment | HI""'
Schedule | S|
Payment Type | Hlu
_Fe | P |
Field Comments
Report Type Here you can select the following report types by using the drop down
arrow:
» Attendance
» Variations
* Absent
Date Range Here you can select the following Date Range you want for your
report:
e« Today
*  Yesterday
»  This Week
* Last Week
*  This Month

e Last Month
e Custom - enter specific Start and End Dates

Copyright [0 2009 Thoroughbred Software International, Inc.
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Field Comments

Employee Here you can enter an employee number for a specific employee you

want to print the report for. To see an employee list, click the 2
magnifying glass icon to the right of the field. The system default is All
to print the report for all employees.

Department Here you can enter department for a specific department you want to

print the report for. To see a department list, click the 2 magnifying
glass icon to the right of the field. The system default is All to print the
report for all departments.

Schedule Here you can enter schedule for a specific schedule you want to print

the report for. To see a schedule list, click the 2 magnifying glass
icon to the right of the field. The system default is All to print the report
for all schedules.

Payment Type Here you can enter payment type for a payment type you want to print

the report for. To see a payment type list, click the E magnifying
glass icon to the right of the field. The system default is All to print the
report for all payment types.

Attendance Report

TI-RATTH1 Attendance Report
BuS18./m1 Date Ramge: BLS1BS2081 - B 10
Enployee
Code Hame Fhone Start Date En
DoEeaEgRd1 Leon Sonerall G10-555-1242 D/B1508YY
=2Rrpalke® x| ynches Ll
bate Start Leaue Return Leawe Return Leaue
B4 10SB4YY 1014l [H11] [H1] [H[| o [ H [

Exception:Hot Scheduled for Tuesday; Hissing Punch

Reports 17
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Attendance Variations

TI-RATTHE Attendance UVariations
B804 Date Range: B4710S2001 - @410
Enployee
Code Hane Phone Start Date En
BnERR0BE1 Leon Sonerall 618-555-1212 @1/81 68y
saan® | Rl ®rees
Date Start - Sched, Leave - Sched. Return - Sched.
Bl 10SmYY il:48 [ @:nm i:05 i) n:a

Exception: Hot Scheduled For Toesdaw; Hissimg Ponch

Missing Attendance

TI-RATTHH Hissing Attendance Page: 1
WS 10701 Date Range: DGS1072081 - BG&/1052001 12:30 PN
Enployes

Codie Hane

nSza Yy SHIF1  SHIFT 1

18
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File Maintenance Listing Reports

Department Listing Report
Navigation: Reports/Department Listing

TI-RDEFTH Department Listing Page: 1
au/10/01 Eastern Systems Hanagement, Inc. 12:02 PH
bDept Code Description Active

123 Sales - atlanta ¥

Dept 1 First Dept. ¥

Fin Finance and Adnin Departnent ¥

HR Hunan Resources ¥

sales Sales Department ¥

Employee Listing Report
Navigation: Reports/Employee Listing

TI-REHPL1 Enployee Listing Page: 1
B4S10.504 Eastern Systems Hanagement, Imc. 12:18 PH
Enployee
Code Hane Fhone Start Date
B0apREREa1 Leon Somerall 610-555-1212  81./01/68BYY
569 Haim Street Security Level: D

Lesla PR 12345

Department : Dept1 - First Dept.
Schedule:  Shft1 - Default Schedole
Fay Type: Hrly1 - Hourly Enployee

Schedule Listing Report
Navigation: Reports/Schedule Listing

Reports 19
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TI-RSCHD1 Schedule Listing Page: 1
AL 18581 Eastern Spstens Hanagement, Inc. 12:14 PH
Schedule
Code Description Start End Act ive
SHIF1 SHIFT 1 B:0@ o080 ¥
IER Lun:h IEE L ﬂi!.li IE
Start End SHTUTFS
Enployees Heeded: 10 12:08 1:08 HEEKE
Security Level Listing Report
Navigation: Reports/Security Levels
TI-RLEUL1 Security Level Listing
04/108/01 Eastern Systens Hanagement, Inc.
Security
Level Description

i Systen Administration
1 Payroll Setup

2 Hanagement Level

3 Level 3 Security

L Level 4 Security

2 Standard Employee

9 Ho System Use Allowved

20
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