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This icon signals for a tip you may focus on, to get the right information from the system.

@ This icon indicates a concept that must be analyzed in order to understand it properly.
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INTRODUCTION

The Pendulum Time and Attendance system as a tool for your human resources administration you will find:

A user friendly, intuitive and easy to understand interface, it features some wizards that will help you with the
initial configuration of the system and daily operation, as well as a tool showing technical support contact information.

The users may customize the application interface, keeping shortcuts to their favorites or most frequently
used system processes and PC applications.

Features a set of third party payroll systems export utilities to most popular commercial payroll systems, and
it's flexible enough to let you make your own payroll system application interface.

PENDULUM, may be configured to a variety of scenarios used for actual companies, as allows to customize
almost all element’s names of the system, such as categories, exceptions, time levels, and more, as well as
schedules and pay period types, work journals and personalized processes and report accordingly to the company
requirements.

Also supports direct Communications with several time and attendance devices such as ADCT, DC700,
HandPunch, GT-400, PCPunch networks system. No matter how many terminals you need to connect.
It supports serial connections, serial network connection, TCP/IP connection and USB-Memory for those devices that
support it.

You may also define all needed classificatory for your personnel such as Departments, Groups and so,
making the administration of your personnel easier and keeping a history of where your personnel has been in the
company along the years.

Also allows creating your own record of personnel information, adding all needed custom fields to store
information that is important for your company, making this system ideal as a human resources administration tool.

The system also features options of multiuser / multi-company and implements a user access policy to
restrict the users to see and to do only what they are allowed to.

Pendulum Time and Attendance system is the best tool for you personnel time and labor administration.
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GETTING STARTED

PC Requirements

The Pendulum system was created under the Microsoft's Net Framework technology. This is the ultimate
Microsoft platform for applications, and in order to run in Windows Operative system, the running PC must meet the
following requirements for this platform:

» Computer with processor Intel CORE 2 DUO or higher
» Minimum 2 GB advisable 4 GB
» Minimum 124 hard disk space for Pendulum application and data
» Port USB for USB Key
» Operative System supports:
Windows 7 Enterprise
(No versions Starter, Home Basic, Home Premium, Single Language)
Windows 8/8.1 Enterprise
(No versions Starter, Home Basic, Home Premium, Single Language)
Windows 10 Enterprise
(No versions Starter, Home Basic, Home Premium, Single Language)
Windows 2008 Server
Windows 2012 Server
Windows 2016 Server
» DVDROM

Additional applications installed for the

NET FRAMEWORK 3.5x

CRYSTAL REPORTS NET

VISUAL STUDIO REPORT VIEWER

MS SQL SERVER 2008 EXPRESS EDITION

YVVVY

Optional applications installed on Enterprise version only.

User may supply their own copy of Microsoft SQL 2008 R2, SQL 2012 or SQL 2014 either Express versions or Full
versions vs. default SQL 2008 R2 Express. The Pendulum Enterprise installer offer you the ability to selection
specific Locations / drives to install SQL. Note this selection is not available on Pendulum Standard or Premium

6
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Installation

Follow these steps for installing the system.

1) Place the CD in the CD-ROM Unit of the PC, the installing program will start automatically. If

the program does not start, open the windows explorer showing the CD root folder and run
the setup.exe.

2) When the setup program starts verifies all needed programs to run are installed. And if a program is missing,
proceeds to install first those programs.
Press Accept to continue on each of the required programs.

If the system needs to restart, allow restarting and after the PC reboots the setup program will continue
automatically.

@Important: Do not remove the CD from the CD Unit during all installing process completes.

‘@ Pendulum Premium - InstallShield Wizard |

Welcome to the InstallShield Wizard for
Pendulum

3) After the prerequisites programs have been
installed/updated the Pendulum installation will

The InstallShield(R) Wizard will install Pendulum Premium on

your computer. To continue, dlck Next. continue, press Next to continue with the
installation.
'P Please Accept the terms in the license
agreement.
WARNING: This program is protected by copyright law and

international treaties.

PENDULUM

B

ﬁ Pendulum Premium - InstallShield Wizard

License Agreement -

Please read the following license agreement carefully.

b

< Back Mext > ] [ Cancel

Acroprint License Agreement
Acroprint Time Recorder Company retains the
ownership of this copy of this

software. This copy is licensed to you for use under the
following conditions:

[om] »

Permitted Uses/You May:
Use the software on any compatible computer, provided the

software is used on only one computer and by one user at a time
for the Sinnle nroduct  Prohibited |lses { You Mav Not- Make S

(7)1 accept the terms in the license agreement

(@ I do not accept the terms in the license agreement

InstallShield
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L 138! Pendulum Standard -mnm;- S
4) The next step asks for the folder where the application —— )
files will be installed. Enter or select the desired path ik Next tonstal 9 ths Foldr,orcik Change t nstl o  iferet foder ﬂ
and press the Next button.
Install Pendulum Standard to:
C:\Program Files\ACROPRINT \Pendulum Standard
I
|
l
|
InstallShield
< Back ][ Mext > ] [ Cancel
. . . 1) Pendulum Premium - InstallShield Wizard L]
5) In base of the version that you are installing, when the setup type ~_ " b
selection screen appears, take into account the following Choose the setup type thatbest s your needs. _ﬁ
information when selecting what to install: ense slect cetup e

@ Server
Multiuser Server. Install the application files, the PC Punch Client
and the database

© Client

Multiuser Client, Install the application fies and after require the
installation server

(7 PC Punch Client
@ Install only the PC Punch Client application

InstallShield

<Back || mext> | [ cancel

a.Complete/ Server. This option allows installing all required components to run Pendulum in a
single computer, including database and application file. A special dongle is
necessary for the application to run in single user mode.

b.Client: This option allows installing all required components to run Pendulum in client
computer to connect a Server Pendulum; this required a previous Server
installation.

c. Pc Punch client: This option will install the component Pc Punch Client. This module allows

employees to punch their Attendance from a Computer using the Keyboard or
a Fingerprint reader. For more information, verify the section: PC Punch
Client.
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10

6) On Enterprise version, when select the Server mode, the
installer will show the options to select the Source of the
database.

Please select the option to install or access to database:

i) Use SQL Server 2008 R2 Express:
This option will install the version Express of the MS
SQL SERVER 2008R2 with the defaults of the Instance
for the application; on this option the user cannot
modify the parameters. When complete the installation,
the application will connect to the Default Instance for
Pendulum.

When select this option can define if need to change
the default drive (C: ) for the application, on this case
when select the option the Installer will request the
folder for the files, the database files and Log files.

After it the MS SQL Server Express will be installed.
When complete continue with the wizard of the installer.

2] Pendulurn Enterprise - InstallShield Wiza_ [

Ready to Install the Program ,f
The wizard is ready to begin installation. 'ﬂ J

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

Server

Instalishield

[ <Bae  J{ instal ] [ concel |

e M

5QL Server installation

la-he 8

Select the installation mods you most prefer

s

@ Install Pendulum Erterprise Server and use SQL Server 2008 R2 Express

= Install Pendulum Erterprise Server and create a new instance of SQL using your own SQL Installer 2008,
= 2012, 2014,

~ Install Pendulum Enterprise Server and use an existing SQLinstance with a clean daitebase o just updating an
-/ existing Pendulum dafabase

cBack | [ MNet> | [ Caneel |

481 QL Server - Setup wizard e

‘SQL Server installation

la-he

Select the installation mods you most prefer

s

[ The Microsoft SQL Server instalation will be in a diferent path than the defaut

ESQL'S‘:WH-%W‘BH& \ —

SQL Server installation

Select the installation mode you most prefer

o~

)

[¥] The Microseft SQL Serverinstalation wil be in = diferent path than the defalt
Files path:  E:\Progrem Fles &86)\Microsoft SQL Senver
Datapath:  E\Progrem Fies {x86)\Microsoft SQL Server

=

Logs path: | E-\Program Fles (<86]\Microsoft SQL Senver

cBack | [ Net> | [ Cancel
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ii) Create a new Instance of SQL using your SQL
installer 2008,2012, 2014

This option can be to use when you need

to install a new Instance of SQL Server for
some versions of MS SQL Server.

When select this option you need to define:

Installer filename:

Named Instance:
MS SQL Server is an Express version:

MS SQL Server is an X64 version:

5 QL Server - Setup wizard @
SQL Server installation /
Select the installation mode you most prefer : P

“You need to verify before running its own installer that already has previously installed all the necessary
prerequisites.

Installer filename D:SetupSQLVSALEXPR_x86_ENU exe E]
Named instance: PENDENTSQLEXP

[T] The Microsoft SQIL Server Installer is an Express version

[] The Microsoft SQL Server installer is an x64 version

[ The Microsoft SGL Server installztion will be in a different path than the defautt

Specify the password for the SQL Server system administrator (sa) account.

Enter password: —

Confirm password —

<Back || Net> | [ Canca

You need to select the executable file of the MS SQL
Server installer. On this case can be a full installer or an
Express version.

The name of the instance of MS SQL Server where will to
install the database.

When you use a Express edition, it is necessary you select
this option for the command line for the installer.

When you use an installer for X64 edition, it is necessary
you select this option for the command line for the installer.

MS SQL Server installation will be in a different path than the default:

You can select a specific folder for each element of the
installer. It is important that drive is fixed.

Specify the password for SQL system administrator (sa) account:

You need to define a password for the instance; this
password will be to use on the clients connections.
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159 50L Server - Setup wizad [

Press Next to continue the process, if the in installer file does not |
exist, it cannot continue. S Pt o ks

installing SGL Server. . This process can take several minutes, ploase woit

-

iii) Use an existing SQL instance with a clear database or

. X L 13 SQL Server - Setup wizard =
just updating an existing Pendulum database. e )
Select the installation mode you most prefer JP

With this option you can attach the database of _ _
Lo You have selected ths option to connect the Pendulum Erterprise at a curent MS SQL Serverinstance

Pendulum on an ex|st|ng |nstance of MS SQL You need to have these details to connect the application:

- An existing instance of MS SQL Server 2008 R2 or higher, this must be installed on currert ssrver

Server, this server needs to be version MS SQ L Yo nssd an user of WS SOL Ssrver with privilsges to crests  databass sn full sccess to databass created. it is

Server 2008 RZ or h|gher mTcr?é" sn;-;”edr:iuﬁlugeesnrgmﬁw(ehzaﬁi::e'un Pendulum folder using the instance entered

You need to have these information availabls, please press Next to continue, or Cancel the process.
You must indicate the instance name and
authentication data of the SQL Server. It is
necessary that the SQL Server to use have SQL
authentication in order that the setup can connect

with this.
You must enter the next information:
Instance name: Name and optionally instance of chege | [ Met> ] [Camd )
SQL Server
SQL User and Password: Name and password of the [ i sasever- setup vizara =)
SQL Server this user needs to have privileges to SGL Server instalation }
create a database and full access to database ol e ‘P
created. Instance Name:  SERVERDATA\PENDSTDSQLEXP -
5QL user: sa

Contact your database administrator for any question Fossmerd —
about these parameters.

[ <Bak [ Net> | [ Concel

12
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7) When you install the version Premium and Standard the application will install a MS SQL SERVER 2008 R2
with internal Instance and database, only you need to continue the process.

8) The setup program will continue installing all the required files and components to run the system. Some
drivers to access the dongle will be installed at the end of the installation process. Make sure that driver
installs correctly, with no errors, or you won'’t be able to run the system in that computer. If an error occurs,
notify your supervisor or report it to technical support to help you to solve any installation problem.

18] Pendulum Enterprise - InstallShield Wizard [ESRE

Installing Pendulum Enterprise _}
-ﬂ

The program features you selected are being installed.

Flease wait while the InstallShield Wizard installs Pendulum Enterprise. This
may take several minutes.

Status:
Computing space reguirements
————
- 5
4] Pendulum Enterprise - InstallShield Wizard = o
Installing Pendulum Enterprise —‘3
The program features you selected are being installed. 'f P
Flease wait while the InstallShield Wizard installs Pendulum Enterprise. This
may take several minutes.
InstaliShield Status:

Copying new filles
I —— |

InstallShield

< Back Next > Cancel

13
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ﬁ Pendulum Premium - InstaliShield Wizard

InstaliShield Wizard Completed

The Installshield Wizard has successfully installed Pendulum

Premium, Click Finish to exit the wizard,

4

PENDULUM

[T show the Windows Installer log

When a Server installation is
complete, the application License
Manager is installer, this application
is needed for to use the USB Dongle
for network, when request the
Installation type it is recommended
use the option Service, continues the
steps to complete the installation.

After this, a screen showing that the installation has
been completed will be shown at the end of the install
process. Now the system is ready to run on that PC.

Select Language X

Please select the language that you would ke to use during the

HASP(™

Device
Deutsch Ap HASP License Manager Installation [T
W Welcome

This installation pragram will install the HASP License

Manager on pour spstem.

H&SF License Manager version 8.32

For the installation to succeed, there must not be a HASP
License Manager running. If one is running, please select
"'Cancel", stop the License Manager and try again.

Aladdin

Lancel
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To run the program, view the section Program Execution ahead. In when executing the application, a
screen showing that the evaluation time has expired, proceed to register and activate the application,
following the procedure shown in section Product Activation.

10) When a Client Installation is done, the first time that Pendulum is executed the system prompts to choose
an option for the connection parameters to the database of the software, which should have been pre-
installed with an installation in server mode. The options are:

Option 1: Use a previous installation of the
system to get the database connection
parameter from there. You must indicate
the name or IP network of the computer
where the Pendulum server software was
installed.

Thesystem could not connecttothe database. Inordertoconnect tothe
database of the system:

Read carefully the following options and select the one vou need to connect to the
database of the system:

v| Option 1: Use aprevious instalation of the system to get the datebase connection
parameter from there

IF the system is already installed in another PC and if's properly connected to the
dhalag(z:lse.justenlﬂ thename of that PC toread the database connection parameters from
that PC:

Example: WNAMEOFPC or 11192.168.0.166

Enter the Name or IP Address ofthe PC: | | -

Option 2: Manually Enterthe information of the SQL Server where the database is hosted

The system could not connecttothe database. In ordertoconnect tothe
database of the system:

Read carefully the following options and select the one vou need to connect to the
database of the system:

Eﬂ;ﬂe}élr.l{sr::mmus|nsta|atlonoﬂhesy=hnbgelﬂledﬁﬂ:ﬂsem Option 2 Manually Enter the

information of the SQL Server

Option2: M lly Enterthe inf tion of the SQL Server where the database is hosted h
plion 2: Manually Entertheinformation of the ® where the database is hosted.

Bemtos 190 sGR00E T You must enter or select the
name of the SQL server host
SQL Server Name:  PC_MCASTILLO where the Pendulum database

was installed. Generally the
Pendulum server and the SQL
server are hosted in the same
computer.

Continue | | Cancel

15
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. Connection parameters

Thesystem could not connecttothe database. In ordertoconnect tothe
databaseofthe system:

Read carefully the following options and select the one vou need to connect to the
database of the system:

Option 1: Use aprevious instalation of the system to get the database connection
parameter from there

Option 2: Manually Enterthe information of the SQL Server where the database is hosted

Example 1: 5QLServerNamelinstanceName
Example 2: 192_163_0 5instanceName

S50L Server Name: PC_SERVERIPENDENTSGQLEXP

User. |34

Password: | ==

For Pendulum Enterprise installations the
second option need the SQL Server host (and
instance if necessary), the user and password
of SQL Server for define the connection.

| Continue | I Cancel

Contact your database administrator for any question about these parameters.
If you need to verify the current Instance for the Enterprise Version, you can use the MS SQL Management
Studio from Microsoft. When execute the application can Browse the current instance installed:

File Edit Viev Debug Tools Window Community Help

0 New Query | [y | i 7 B | [ | 65 B

Object Explorer | @ Connect to Server | &

Connect =

onne Microsoft*
2 SQLServer2008R2
Servertype [Database Engine -
Server name <Browse for mere...> -
Authentication Windows Astertication -

SERVIDOR\Dante =
ald Browse for Servers

Local Servers | Network Servers

Select the server to connect to:

Comnedt | [ Cancel | [ Hep ]@

|J Database Engne
() Analysis Services

eporting Services
15 SQL Server Compact Databases
[, Integration Services

Ready

16
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Product Activation

The Pendulum System needs to be registered and activated in order to have it working after the evaluation
period. After registering the application, an activation code will be issued to you according to the purchased options

of the system. The following information is needed to register the application:

System Version:

Serial Number:

Company Name:

Dealer Name:

Write here the
Activation Code:

System Version and Serial Number will be located in a label on the CD case.

Company Name:

(%)

Name under the registration of the system will be made.
Once registered and activated, the company name could not be
changed, and will appear as header in all reports of the system.
Dealer: Name of the dealer where you purchased the product.
Activation Code: Write and save the given activation code for later use or if required
® when requesting technical support.

Important: Pendulum system will run without activation for 30
days or 90 accesses after installation. After that ‘evaluation
period’ the system will require activation in order to run.

To activate the system follow this procedure:

1) Open the activation screen using either of the these two ways:
a) System menu option: Help -> Product Activation

E_-, ProductAcﬁvati_ lﬂ]
:9 Product ACTIVATION Reminder
Acroprint thanks for your preference using our
systems and invites you to register and activate
your product.

Activate your product and get the benefits of being
aregistered license user.

This process takes just a few minutes and it is
necessary to continue using the system after 30
days or 60 accesses, which ever occurs first.
During activation you will be asked forthe SERIAL
NUMBER and ACTIVATION CODE given when you
purchased the product.

Thank you for using our products!

-
SEEE A'.-a\labr:us&da\,'s:
I .1-.-ai|able_1ccess:

Actual State:

| Activate... || Close || Conti;:lL;eQEMO |

b) Every time you run the application, a notification will be issued showing that the system has not been
activated yet, and will show also the remaining days and accesses. In this screen there is a button to

activate the product.

17
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2) The activation screen will be displayed to start the activation procedure:

“{ Product istration and Activatic
& Regi on vatiol

‘We appreciate your preference forusing our systems and invite you to register your product.
Product registration justtakes a couple of minutes.

Activate your product and getthe benefits of alicensed user. This process is necessary to continue
using the system after 30 days or 60 acceses (whichever occurs first). During this process you will be
asked for the company name and product serial number.

Thanks!

How to Register and Activate

click here to start the product DIOCESS ..

£

Click the link to proceed activating the product.

3) Enter the registration information you use to register the application. Enter also the activation code your

dealer gave to you. 7
rﬂ Product Registration and Ad_ ﬂ‘

SerialNumber: * G ria| Num
Activation Code: : Code

Product Activation

‘E‘J‘. . Activate

{&‘:

i .

4. Activate

4) When all data are entered, press the Activate button b to verify the information. If everything
is correct a message indicating that activation is successful will be displayed.

If a message showing that information is not correct, then double check the information and re-enter the
information again exactly as given by your dealer. If the problem persists, contact your dealer for support.

5) After registration, the application must be restarted to refresh all activated options in the system.

6) If you do not connect the HASP sentinel, System Security Key not found =
the system will request to connect it.

| Please connect the systern key in order for the system to continue

18 =
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Program Execution

After installation, the Pendulum system can be executed from the Windows menu option: Start —> Programs
—> Pendulum. Or using the shortcut created on the desktop of your PC.

The very first time the system is run in the computer, it is normal to expect a greater delay, 20 seconds
approximately, because of the additional tasks the net framework needs to perform on the PC.

The first screen you will see is the login screen. Here you must enter the user and password if the system is
configured to use user access control. The default user and password for the very first time are the following
(password is case sensitive):

w User: Administrator

X Password: admin
[%
— Pendulum Standard ]

To access the system you must be a reqgistered user. Enter your
user name and password and press Accept to login.

P
User information: Welcome.
User Enter pazsword to continue |Z|

Password: ====|

_— Accept Cancel

=

If the password is not correct you will be notified, as well if the user is being used in another workstation.
In case the password is lost, you always may contact your dealer to provide a backdoor password that will
allow accessing the system and reset the password.

If is the first run, or you did not complete the Initial Setup Wizard, it will show a screen for show the Wizard:

19
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You have not completed all the steps in the initial
configuration wizard, do you want to finish this task?

[]!Mot show this message aoaire

Yes Mo

If you select Yes, it will show the Wizard, if select No it will show the Home section. You can select the Not
Show this message again, and then will not show it.
For more information, verify Initial Setup Wizard section.

After accessing, the application main screen will appear:

Preferences  Maintenance  Assignments  Tasks  Reports  Wiew  Help

Shortcuts i | Configuration Wizard | Home

g
Maintenance ,\" _— 5 " . ! Hgg g
Initial System Configuration Wizard E
-~ p g
| =
I ThlsW’lzaldshnws p steps to plete theinitial syst i ion. Follow the stepsin the oider shown in order ;
Employess to have your systemproperly configured and lead_v loopemle W’henlhlszzald is complete. it mllmlungeta)pea ]
m’ aulumallcally Y'ou might ifreq d from the Hel, inthe Wizards op and g Initial Coniy &
26 Wizard. AR iz, allth tasks may be started fromth ponding menu opbons. =
i
Jtanzackions Company Configuration
o
1€ €
Step 1: Company Information and General Configuration E
Schedules =
a2
@ @4 Step 2 Holidays E
& 2
Devices Step 3 Employee Groups
G2
Step 4 Clazsifications of Employees
Holidays

Step 5 Schedules

System Configuration

Step B Devices

-“. Step 7. Employees
Categories i
L ]
QE%\T‘ a Step 8 Program Devices
Eroups
m Step 9 Users of the System

o =

My Preferences
Daily Tasks
Technical Support

Configuration Wizard

Last comm session; 03f20/2013 09:05  Last database backup: 03/14/2013 14,08 a Administrator 01:05  3/22/2013
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Initial Setup Wizard

The Pendulum Time and Attendance system features an Initial Setup Wizard that will guide you, step by
step, to perform the minimum required configuration processes that must be accomplished to have the system up
and running.

This wizard is displayed the first time the system runs and every time after if the wizard is not completed.
You may access each of the options following the shown order until all options are run at least one time,
understanding that once running that option, the step will be completed:

i Shortcuts 1
My Preferences Configuration Wizard |
Daily Tasks 7 x
Configuration Wizard # e . .
= )\' Initial System Configuration Wizard
<
Initial Configuration Wizard This Wizard shows th ry steps t lete theimitial system hon. Follow the steps in the order shown in order ko have your §
properly configured and ready to operate. When this Wizardis complete. it will no longer appear automatically. You might access itif required
the Help menu inthe Wizards options an lecting Initial C guration Wizard. . all these tasks may be started from the comespon|
menu oplions.
Company Information and
General...
Company Configuration
g
Step 1: Company Information and General Configuration
Holidays
[ A
i é 4| Siep2: Holidays
Employes Groups -
@ Izjf‘ Step 3: Employee Groups
U
Classifications of Employs
‘E Step 4: Classifications of Employees
- @ Step 5: Schedules
@ @ Step 6 Devices
Devices e
T T Step 7. Employees
Employees
a a Step 8: Program Devices
Progrem Davices
m Step %:Users of the System
2 E
Technical Support
& It is important to complete each option to have the system totally configured and ready to work.
——

Y Each step that is run will change its appearance, remembering that you already ran that step. This is

the way you need to complete each step one at a time, so you won't forget to complete all steps and have
your system fully configured.

Once all steps have been completed, this wizard will not show any more automatically afterwards. You may open it
again if required with the menu option:

Help-Wizards-Initial Configuration
Also, the options for the Initial Configuration are available in the Shortcuts bar; on it can execute the options
available.

You may find details to complete each step on their respective section.
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Daily Tasks Wizard

This Wizard will help you remember the daily tasks that must be performed to have your information up to
date and to make easy and accurate the report generation. This wizard will be shown automatically after the initial
configuration wizard has been completed. It may be closed/reopen in the menu option
Help — Wizards — Daily Operation Wizard. Here is an image of this wizard:

f Shnlll;lk- : 2 Configuration Wizard Daily Tasks | Home

My Preferences W
Daily Tasks : =
I

-~ | Daily Tasks

i

d
Daily Tasks
= To keep the system data up to date and make it easy to generate updated information by the end of the pay period, it is recommended
\4 that the following tasks be performed on a daily basis:
Download the Tr_ansactluns
ol iy q Download the Transactions of all Devices
= 7 Click here for details
Correct bransaction marked
as;”,;?';‘i;;‘;“ @ Correct transaction marked as invalid in last processing
Review Days with Missing ““CE Review Days with Missing Punches
]
| 1Y | Generate the Exceptions Report to review Missing Punches

Generate the Exceptions

Report to review Missing... ¥\
o . .
;‘.Vy s Review the Time Card of each Employee
3 i
Reevizw the Time Card of - . .
E] Make a backup of the information.

=

Make a backup of the inf...

Click here for details

— At the end of the pay period, perform the following tasks:
f}E (next pay period end is in 3 days)

Prink: the Time Card Report Prl nt the T| me C ard F'.epol't
(=]

Technical Support
Configuration Wizard

The recommended daily tasks are listed in this wizard; each of them is a process in the system and also may
be accessed through the system menu. This is a summary of the tasks included in the daily tasks wizard:

Also, the options for the Daily task are available in the Shortcuts bar; on it can execute the options available.
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Download Transaction from all This operation starts a Communication session with all devices in the system
devices. and downloads all transactions from the devices, processes them and gets the
system data ready for reporting. You may find more detailed information about
this operation in the section Communication with Devices, where you may
understand all tips and tricks related to this operation.

Correct Invalid Transactions. After processing the transactions, some of them may be invalid. So, it is
always a good practice to review all these transactions to make the corrections
either to the system configuration or these transactions in case they are really
valid transactions. You may find more details about correcting invalid
transactions in section Invalid Transactions. It is also recommended that
those transactions that really are invalid, be deleted from the system so they
do not interfere with the transaction processing sometime later.

Review Missing Transactions This option will review the Employee’s data and find all those days within the
pay period that have Missing Transactions. Then you may review that
information and make the corrections that proceed.

Generate Exceptions Report This option will show the Exceptions report to verify all events in the
Transactions and missing punches. Can select groups of employees and
specific period to verify.

Review the Time Card Allow administrator to review the time cards of desired employees to detect
possible situations that require user or supervisor attention, such as days with
permits or sick or vacation, holidays or so. Or, to authorize overtime or make
time adjustments according to the company policies that are not covered with
the system configuration. The time card can be viewed or edited in the
Employee Maintenance screen.

Backup your Data A backup of your database should be taken daily so you are prepared in case
of a catastrophic event that may cause the loss of your data. Review the
section Database Backup for more tips related to this operation.

Print The Time Card Report At the end of the pay period you may need to print all employee time cards, to
allow employees or supervisors to review, validate and sign them. The
information shown in the time card is the base of all system operation and
reporting. View the section Time Card Printing for more information about this
operation.

y You may require additional tasks that may be done on a daily basis, but these are the minimum required to
=~~~ have your system up to date, and make the maintenance and handling of your time and attendance

'@ information easy.
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PREFERENCES

This is the general system preferences settings menu. Is where most of the overall configuration of the system may
be accessed and maintained. Such as system configuration, language and users and access privileges
maintenance.

System Configuration

This option allows you to set the configuration that affects the system operation in a general way. Personalize the
system to your company needs and establish policy operation of the system. Most of the options have default values
that may fit your needs and generally won't be necessary to change them for normal operation. Anyhow you will
always have the option to adapt them to your specific needs. In some cases, changing values of the configuration
will require the Pendulum to be rebooted after saving those changes.

Before changing a system configuration value, you must understand first quite well the way that parameter
affects the system operation, so you can select the right value according to your specific needs and do not affect
other operations or cause the system to malfunction.

The system configuration is grouped in 7 sections to make it easy to locate a value depending on the operation you
need to change. These are the sections:

Company Data
In this section you can set the company’s general information. Once the system is registered, the company name
cannot be changed.

An important thing to have in mind is the Company Legal Records. You may add all legal records that are required in
your country to appear in the time card report. If you want a legal record to appear in the time card report, just mark it
as reportable.

e —
System Configuration [Company Data] [E=S =
e
H|
‘8 E
: Save | Close
Company Data Enter the general information of the Company. This information is used in all report headers:
Pay Period Dates |/ Company General Information
‘System Options Company Name: SOUTHWEST NUT CO
Classifications for Employees i 58566 FABERNS ROAD
‘Custom Fields for Employees .
Gity: CLINT =
Customize Database . e
Bxports ZIP Code 79963
(v ion
Email nut@nut.com| L4

Defaults

l < Prev Step r 1 Next Step ) r
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Pay Periods

The system uses pay periods to report the information or to process information. Depending on the pay
period type, a date range is selected. In this section, you will set the starting dates of each of the pay period types
supported in the system for the main company. If you use Divisions, each division has their own pay period
definition.

It is important that variable pay periods, such semimonthly pay period, the pay period start date must be in the first
pay period of the month.

The weekly pay period starting day is used in the system as the day when the week starts, for purposes of
over time calculation and employee assignments.

v

g

System Configuration [Pay Period Dates] ["‘:" = ﬂ
Save ' Close
Company Data Enter the starting dates for each of the types of pay periods. These dates are used to calculate the dates of the pay peri

of the Employees assigned to the main Company. If Companies are used, each Company has its own definition of pay
period starting dates.

Pay Period Dates The variable pay periods, such as 10 days and semimonthly, must start in a day of the first pay period of the month.
System Options

Classifications for Employees ‘Weekly Pay Period (one pay period each 7 days) | domingo, O1de  enero  de 20 12j

Custom Fields for Employ Bi kly Pay Period (One pay period each 14 days) |d0mingo ,0lde enero de 2012j

Customize Database Semi-Monthly Pay Period (Two pay periods each month) | dominga, O1de enero  de 20 12j Days: 15

Exports Monthly Pay Period (one period per month) | domingo, 01de enero  de 20 12j

Advanced Configuration

Defaults

‘ ( Prev Step ’ ‘ Next Step ) ’
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System Settings

These parameters allow customizing the system accordingly to your need in a general way. These settings apply
through all the system.

-
System Configuration [System Options] E@Iﬂ
H E
Save ' Close
Select the appropriate options to adapt the system i to your needs. It is ible that when chan¢ .
Company Data some of these parameters the system restarting is required.
Pay Period Dates Use user passwords: .
System Options Loz finnantes ¥
Us E -
Classifications for Employees =€ wages B n L
Use Automatic Badges Assignment: N T H
Custom Fields for Employees

) Mext Badge Number to assign: 1
Customize Database

Use Automatic Transaction Import: v H
Exports

Format te display Employee Name: Last-Name 1 Last-Name 2 First-Name Seco
Advanced Configuration

Format to show Dates: MM/dd/

YYYY

Defaults |Z|

Use Military Format to show Times (24 hours format): v

show Inactive Employees in search Lists: I

Time in Minutes to Ignore Successive Swipe and Go Transactions: 10 =

Motify successive Swipe and Go transactions when processing: %

Time in Minutes to Ignore Opposing Function Key Transactions: 10 =

] (] +
|< Prev Step” Nextstep l

This is the way each option changes the way the system works:

Use User Passwords: If set to Y (yes) allow controlling the access to the system on a per user basis. Users are
required to enter a password and you may define user access policies to the system, so a user may see only their
assigned employees and make only their assigned operations.

Use Companies: If you have active a license for Multi Company, you can active the use of the option for the system.
Use wages: If the Job Costing module installed, this option allows assigning wages to employees in order to have
job costing reports using money along with hours.

Use Automatic Badges Assignment: When capture employee, you can define if the Badge number can be capture
manually, option N, or if you need if the badge number is generated automatic with the same Employee Number,
option Y, or it will generate in base of the Next Badge number, option E

Next Badge Number to assign: When have active the option E in Use Automatic Badges, you can define the next
number to assign.

Use Automatic Transaction Import: If you have an external file with the transactions of device, you can define the
name file and the time to verify if the file exists to import, this option need to have the same Terminal ID of the file to
import the transactions.

Format to Display Employee Name: You may change the way the system shows the employee name through all
the system to one of the pre-defined formats selectable in this option.
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Format to Show Dates: You may change the way the system uses the dates to any of these selectable formats.
This format applies either when showing or capturing dates.

Use military format to show the time: If set to Y (yes) the system will show the hour in a military format. If set to N
(no) the time will be shown in AM/PM format. Capturing hours is always in military format.

Show Inactive Employees in Search Lists: This option enables inactive employees to appear in search lists, such
as the employee maintenance screen list or any other selection list that include employees.

Time in minutes to eliminate Successive Transactions: It's the time interval to consider successive two S&G
punches. In this case the first punch is kept and the second is eliminated as successive transaction.

Notify Successive key transactions when processing: Define if it will show a message of Successive when
complete the processing of transactions.

Time in minutes to eliminate Opposite Transactions: It's the time interval to consider two punches as opposite
(IN punches versus OUT Punches). In this case the last punch is kept and the first is eliminated as opposite
transaction.

Notify opposing function key transactions when processing: Define if it will show a message of Opposing when
complete the processing of transactions.

—
System Configuration [System Options] l =& é]
==
Save ' Close

L kS U — - :

Company Data
Notify ing function key transactions when processing: %
Pay Period Dates
Time in Minutes to Ignore Duplicate Function Key Transactions: 10 2
System Options
Notify i function key transactions when processing: -
Classifications for Employees
Show Transactions on Time card View: N -
Custom Fields for Employees
Format for summary totals on Time card view: b ﬂ
Customize Database
Show Lunch Duration Taken on Time Card A
D Show Break Duration Taken on Time Card " n
Advanced Configuration
Temporary Employees v n
Defaults Generates Automatic pay period with no transactions + B £
Allow holidays exceptions by Employ ¥ n
< [ M - +
\( Prev stepH NextStep P ’

Time in minutes for Duplicate Transactions: It's the time interval to consider two punches of any kind as
duplicated. In this case the first punch is kept and the second is eliminated as duplicated.

Successive, Opposite and Duplicate punches can be reviewed in the Not Processed Transaction screen, see the
respective section for more details.

Notify Duplicate transactions when processing: Define if it will show a message of Duplicate when complete the
processing of transactions.

Show Transactions on Time Card (A)ctual (R)ounded : Define what time is showed in the Screen Time Card, the
actual is the time generated in the Terminal, the Rounded is the time calculate according the Schedule.
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Show Lunch Duration Taken on Time Card (A)ctual (R)ounded : Define what time calculate is applied in for the
Lunch time, if Actual active, calculate the time from begin to end the transactions Lunch, if active Rounded will
calculate the time define in the Schedule for the Lunch.

Show Break Duration Taken on Time Card (A)ctual (R)ounded : Define what time calculate is applied in for the
Break time, if Actual active, calculate the time from begin to end the transactions Break, if active Rounded will
calculate the time define in the Schedule for the Break.

Temporary Employees: Define if the application will classify employees on Full time or Temporary time employees.
On employee screen can select the type of the employee.

Generates Automatic pay period with no transactions: Define if the employees does not have transactions on
the period; it will generate the period for to show on employee’s screen.

Allow holidays exceptions by employee: Active the options to capture day exceptions for holidays defined on the
system. If some employees did not apply the all holiday, you can use this option.
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Classifications for Employees

The pendulum system allows defining any number of classifications to group the employees for an easy
administration, filtering or reporting. They are also used for filtering, ordering and grouping employees in the reports.
In this section you may define all required classifications. Like, when adding employees you assign the employee to
their classifications. All classifications keep a history so you will always track where the employee has been in the
company along the years.

If using Job Costing, you must define the intended levels of job costing as classifications first, and then mark these
classifications as job costing levels.

Elements to each of these classifications may be added either in the Employee Maintenance screen when adding
employees or directly in their respective Employee Classification Edition screen.

System Configuration [Classifications for Employees] lilﬂléj
HE

: Save ' Close

Here you may setup the classifications to use for the Employees. These classifications will be used in reports for filtering
Company Data -
and grouping of Employees.
_ The records of each of these classifications may be added directly in the Employee maintenance screen, or, can alse be
Pay Period Dates added accessing the catalog of classifications directly in the menu option in Employee menu.
System Options

Classifications for Employees

‘J
Custom Fields for Employees
From the defined classifications, choose which of them will be used as Job Costing Levels. You may setup up to 6 Job
Costing Levels. To each Job Costing Level can assign an ID, that may be a badge number to make level changes in the

Customize Database T
Exports
Advanced Configuration Available Classifications .
New Classification 1 (LY Department
Defaults New Classification 2 Level 1
New Classification 3 Level 2
Level 3
Level 4
Level 5
‘ < Prev Step’ ‘ Next Step } ’

For the version Premium and Enterprise, can define more Classifications for the system.

When you mouse over the yellow arrow down arrow or right click any entry here in the classifications area, an
editing menu appears:

Edit the selected Classification

| Add s new Classiication | You can select the proper option to add, edit or delete a classification. When editing
Delete the sslected Classification or deleting you must first select a classification in the grid.
Each classification requires the following information:
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Classification Name: The name to use for the classification. No more than 64 characters.
Description: A short text to show when assigning an employee to an element of this classification.
Position: The order this classification will appear on the employee maintenance screen.

Type: Data type of the code of each element of the classification. If Numeric, the code will be zero padded to the
length

Length: The length of the code for each element of the classification.
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Custom Fields for Employees

The pendulum system also allows adding any required number of custom fields for employees, where you can store
all kinds of information that is needed for your company rules or human resource department. This information is
saved in the database and may be used in special reports or when interfacing with other systems. In fact, some of
the default data is actually setup using this feature, such as ‘Personal Information’ group and ‘Address’ group where
several custom fields are grouped.

Custom fields are organized in groups to make it easy to locate information of a similar kind in cases where
there are lots of custom fields needed for the company. So, each group contains the actual custom fields.
System c;‘ﬁguratiMmm Fields for Employees] E‘E‘gj

) = M=

i Save  Close

In this section, the additional custom fields for Employ defined. These custom fields are classified by groups. You may
add the required groups of custom fields and then add the necessary custom fields to the group. Follow the instructions in the
tooltips to edit these custom fields.

Company Data

Pay Period Dates

System Options

FRee—_ L
o I S N T S W S
cueam ki e copore || @ e beon

Birth Date Date I
Customize Database Nationality Character
Civil State Character

Exports

Advanced Configuration

Defaults

m

o, I T T I |

Address Character
P.0. Box Character
City Character W
State Character
ZIP Code Character
» iTelephone Character

| ( Prev Step' \ Next Step ) '

Adding Custom Field Groups
If you need additional custom fields you would first add a group where your custom fields will be. You may also use
any of the actual groups to add there the custom fields in case they will contain information of the same kind. But, it
is a good practice to keep similar information in the same group.
To add a group, double click in any group name in the custom field panel, and then a menu will appear like the
following:

You will find the option to Edit the group name, Add a new Custom Field Group and Delete the selected

Custom Field Group. Just select the proper option according with what you want to do.

|lH! Add a new Customn Field for Employees
#  Edit the Selected Custom Field
Delete the Selected Custom Field
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Adding Custom Fields to Field Groups

Once a group has been added, you may add a custom field by hovering the mouse over the yellow down arrow, or,
right clicking in the group area. Then a menu will appear like the following, if an element is selected three options will
appear:

|IH: Add a new Custom Field for Employees
#  Edit the Selected Custom Field
M Delete the Selected Custom Field

When adding a custom field, you would need to have at hand the following information for the custom field:

Name of the Field: The name this custom field will be referred to anywhere in the system. IT may have a short
description of what the field will store.
Type: The data type the custom field will store. It may be:
e Character, to store any kind of string
e Number, to store a number that would be used for calculations
e Image, to store a picture
e Text, to store a very long string such as a blackboard or any info greater than 255 characters in length
e Decimal, to store a decimal number that would be used in calculations
e Logic, true or false
e Date, to store a date to be used in calculation.
If a custom field is not expected to be used in calculation it is better to leave it as character.

Field Description: Provide a short description of what information is intended to store in this custom field. IT may
also contain tips or a guide on how to capture the data for this field. This description will appear as a tooltip when
capturing data in this field.

Default: The default value for this field. It may be empty if there is no default value.
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Customize Database

The pendulum system allows customizing almost any element name in the system to fulfill your particular needs.
The name defined here will be used through all the system when referring to that element.

i s _:,._@_ﬂ

System Configuration [Customize Database]

=)

i Save Close

Customize Database. Enter the names of each of the elements of the database to best fit your implementation needs.
Company Data These customized names will be used through all the system.

Pay Period Dates

System Options b ated, o display na an b anged

Classifications for Employees

Definition of the elements of the database

Custom Fields for Employees Element Display name: Type Length Min Max  Offset
Customize Database Hadne Badge A 55 515 55 0E
Exports Credit Credit

Employee Employee A 9=
Advanced Configuration

Category Category 5] 45
Defaults " Y

Workcode Pay Period A 215

Schedule Schedule B-: :=

Shift shift

Device Device

Time Card Time Card

‘ ( Prev Step[ ‘ Next Step ) ’

For each customizable element you can also define their code length and data type.

Badges are used in the terminals to generate transactions, that is why, they allow a greater customization setting
allowing the minimum, maximum and offset of the number in case you already have your badges and want to use
them in the system, but only a section of the badge number that has the unique number is used to get a unique

number, and don’t want to deal with badge with large numbers in the system.. These options are also used as a
security measure in order to prevent terminals from reading badges from other companies.

y When an element code is defined as numeric, then data captured for that element is padded with zeros to

Y the defined length.
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Exports to 3rd Party Payroll systems

The system allows exporting time data to any 3" party application, such as payroll systems. In the standard
installation the system has exports to the most popular and commercial payroll system used where the system has
presence. But, any export may be added to the system in any new region the system is used just asking for the
export to your authorized dealer. They will quote you for your custom export library.

The system also features a generic export library that contains almost any information needed by the payroll system.
So, you may use the generic file layout and convert it to your custom payroll file layout as needed just creating an
exe or having your dealer to create that exe for you at a low cost.

; e — (=1 |
System Configuration [Exports] E=re

= N
Save ' Close

Company Data Currently, there is no export library installed for the system. If an export library is desired, proceed below to select the export

meets your requirements.

Pay Period Dates The following list shows the export libraries available in the system. The installed libraries are properly indicated.

i Locate the export library you want to install and press the respective Install button.
System Options The system will show the export library in the menu Task.

NOTE: All changes made in this page of the system configuration are sent directly to the database.

i i A So, it is RECOMMENDED to first Save all changes you have previously made to the system configuration before chang

Custom Fields for Employees Available Libraries:

Customize Database t,:‘.‘:} Export to ABRA Payroll
Exports t,:ﬂ Export ADP for Windows
Advanced Configuration tﬁ‘jﬁeneric Export _Install &
Defaults
{4 Export to PAYCHEX
Export to Paychex Preview for Windows
Quidmonls Export Install 77}
4 I 2
‘ ( Prev Step ’ ‘ Next Step ) ’

In a brand new install, there is no export installed, so if you need an export you must install it and configure it here.

Any export library has its own configuration procedure, so refer to the proper information to configure a particular
export. Your dealer may provide you with the appropriate information. Export also adds custom fields for employees
that, after installed, you will see them in the Additional Information panel of the Employee maintenance screen, under
a group with the name of the export, these fields are frequently required to be filled before running the export library.

If the library you need is not in the list but your dealer has provided you with a library file, then you may have it

available to the system using the following link. Click the link and follow the instructions, then install it in the systems
described above.
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Advanced Configuration

This panel is accessible only if the logged user is a supervisor. Very important configuration parameters are set in
this panel. If an unauthorized user changes any of these settings without knowing exactly the effect it will have in the
system, it may cause undesired operation, making the system to behave erratic, generate unknown error in the
operation and results or data loss.

You must read carefully and understand quite well the way each parameter affects the operation of the system.

-

System Configuration [Advanced Configuration]

= [ B[S |

E]

Save ' Close

Company Data

Pay Period Dates

System Options

I Classifications for Employees

=

Custom Fields for Employees

Customize Database

| | Exports

Advanced Configuration

Defaults

WARNIN advanced configuration must be changed only under supe n of technical support personnel to avoid a
malfunction of the system. And must understand the effect of each option in the system operation.

[ - 1Special Parameters

Time to keep the blocking of the records in the database tables (minutes): 103

click here to release all records actually blocked in all tables.

Initially Selected Pay Period in Time Card Editing Screen: 0 -
Maxi number of editable pay periods from actual pay period: 0

Timeout to complete the backup and restore of the database (seconds) B0 =

Starting date to read the assignments of the Employees: 01/01/2000 E|

Use change reason when editing or adding transactions: Y E

Function to use when adding punches in Time Card editing 5 W

[ + ] Parameters of FTP and Mail Server

[ - 1 Advanced Parameters

Legal legend header to show in the Time Card Reports:

Select the file (*.dll or *_exe) used to run special processes before begin processing, for each transaction processed and
after processing all transactions:

Network folder where the rawdata files are extracted from Devices are stored:
Format: \\PCNAME\ShareName
ARAWDATA
[ + ] Dealer Information
‘ < Prev Step ’ ‘ Next Step ) ’
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Here is a description of each parameter:

Time to keep the blocking of the records in the database tables (minutes): Each time a record of any catalog is
open in their corresponding maintenance screen, a blocking of the record is issued to avoid any other user editing
the record. This blocking is kept until the user finishes using the record or, if the user remains more than this time
with the record, the blocking is released and the record can be edited for another user.

Another situation that blocks records is when you need to set an item of a catalog in a related screen. When that
happens, the item of the catalog you are assigned is also blocked until the related screen is closed or saved.

Other common situation is that an Uncontrollable situation may occur and the application is shut down while the user
is using a record, then the record remains blocked until this time is elapsed.

Following this parameter there is a link that says:

Click here to release all records actually blocked in all tables. This action finds all locked records in all tables
and shows them to you so you can release them. This operation must be run only if you are certain that there is no
other user actually blocking records, because you may unblock a record that other user is editing; and this may
cause a data information inconsistency.

Initially selected Pay Period in Time Card editing screen: When you open a time card for editing in the employee
maintenance screen, the time cards show a complete pay period. The pay period shown there depends on this
value. Some times when the company uses weekly pay period; it is usual than the company pays the previous week
to have time to make corrections and process payrolls. In this case, would be useful to set this value to 1 (previous
pay period) allowing the time card to open the pay period the company is paying and not the actual pay period to
make easier the pay period revision.

Maximum number of editable pay periods from actual pay periods: If this value is set to ‘0’ (Zero), all pay
periods in the system may be edited at all times. If this value is for instance set to 2 (two) only current pay period and
previous pay period can be edited. This is the recommended value If you do not want to allow users to modify pay
period information that has already been paid.

Timeout to complete the backup and restore of the database (seconds): The database server has a default of
30 seconds do accomplish any data access operation. If any operation is not completed in this time, the operation
aborts. When the database size increases too much, this time may be insufficient to accomplish the backup or
restore of the database. Set the value accordingly to the time that operation takes to complete. If you set a very large
timeout this may cause the application to hang when there is actually a data access error condition.

Starting date to read the assignments of employees: When an employee record is read from the database into
the PC memory, it is read with all related information, including assignments. After the system has been running for
years, the employee assignments may increase in a considerable manner and make the employee data retrieving
operation time consuming in excess and affect the performance of the system, not only by the time used but by the
memory used to store employee data. It is a good practice to update this value each year and make new
assignments to all employees at the beginning of the year to decrease the amount of data the application retrieves
from the database server into memory and enhance the performance of the application.

Use change reasons when editing or adding transactions: If set to ‘yes’, any time a transaction is added or
modified a reason for that change will be requested. This change reason may be used in some reports or export
utilities. If you don’t really care about the reason for modifying time and attendance information, disable this option.
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Function to use when adding punches directly in time card editing screen: The system works either with ‘swipe
and go’ mode or having the employees enter the kind of transaction they are making in the device; that we call
‘function key entry’. But, the system cannot work with mixed scenarios in a single day. The system may not even
know if the employee is using swipe and go or function key entry if the day does not have a previous transaction. For
those cases, this value is used. So, when manually adding the first punch of the day, the system can add the correct
kind of punch and avoid the mixing situation. If a mixing case occurs the system does not calculate hours for that
day.

FTP site address for communication with devices through FTP, FTP User Name and FTP user Password: The
system may communicate with devices using a FTP intermediate site. These parameters are used for the Device
Station to communicate with another device station that hosts devices that communicate using this way of
communication.

Review the Devices Definition section for more information about this way of communication.

Legal Legend Header for the Time Card Report: This text is reflected in the time card report when the signature
and legend option is selected. If this value is empty, the default legend in the report is shown.

Library file that contains the process to execute before, each transaction and after processing, in
transaction processing: This is a powerful tool the Pendulum system can use to modify the way the transaction
processing and pay period processing is done. Sometimes, even then the system is highly configurable; some
situations cannot be implemented. But, for those cases, special processing can be added to the system to
accommodate very special needs. This is the way to integrate that special processing. If after analyzing all
possibilities you and your dealer agree that you need a special a processing library, request a quote from your dealer
and we are certain the system will be fit 100% your implementation needs.

Network folder where the RAW data files extracted from Devices are stored: Any time the device station
communicates with the devices to download transactions those transactions may be stored outside of the database
server in text files anywhere in the network. The folder used here must be a network share who all users have
access to. You may later refer to this folder to review the downloaded punches by just opening the text files.
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Dealer Information

In the panel Advanced information, is available a section for customize the data for the Dealer; in this section the
dealer can capture the information for contact the dealer by the final user.

System Configuration [Advanced Configuration] =B [
N = B=
i Save | Close
Company Data [~ 1 Dealer Information -
Company Name: Acroprint
Pay Period Dates pany ’
Contact:
System Options
Phone: 919-872-5800
Classifications for Employees -
ax:
| Custom Fields for Employees | o . sirecc sales@acroprint.com
‘Customize Database FTP: ftp:/ /ftp.acroprint.com/Cu
|| Exports FTP user: TRUE 1
C FTP
Defaults Service Address: 5640 Departure Drive;Ralei
ff
l Schedule: Monday-Friday 8:00-5:00 E
Support e-mail: SupportDept@acroprint.co
Support Phone: 919-872-5800
Sales e-mail: sales@acroprint.com
Remote support link: http://logmein123.com/
Updates:
| L4 Prev Step H NextStep P ’

For each setting can define the specific data, this information will show in the section Technical Support:

!Pnndulum Standardi - YOUR Company Hame X

e

| Sharlcus 2 Wizard | Doy Tasks [ Home

Piyiignencs T Wom 1 ?
e T i Support
Dy Tasks | &
Configurstion Wizard H
Trebenal Sepgert (] st ativated ptions: T
- 5] Dester information: §
Companry Hame: Acropint =
Techrica Support P -
Mre: N9-ETE- S0 i
- 3
Chck heee 10 580 a0 e 7
o your deers salesacrepeint. com 3
Mg/ M sroprietcom) Cu k|
(2
ek bavs T coneact o 1
aberzed FTP server b 410 Departire Drivediake
transier or o
Y Monediry Friday 800500
[T aplciing bo our echvikcsl RUppErt pagH!, W hive SHPSATihe o
reficts corndction for o4 2 e of ighty siled 5.0pGr Brofessanals b S19-877- 5800

mmugw;n"dm-ludw > T

ek here Fer prohh o

)

Make 8 bachip of the inf

30R0E  Lastd ETT- 02: | 32272013
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Defaults
With this option can to define Defaults when add a new record on Employee’s screen.

You need to define first the Department and Schedule on the catalogs.

System Configuration [Defaults] E‘M
‘H =
Save ' Close
Company Data

Pay Period Dates

Department [<None>] [=] Starting date 14/09/2014  [-|
System Options

Classifications for Employees

hedul Not Assigned [+ Starting date 14/09/2014  [~]
Custom Fields for Employees

Customize Database
Exports shit [z] Oarsolt BOEDEGE

Advanced Configuration

|| Defaults

\ £ Prev Step” NextStep [

Department: Define the Department to assigned by default

Starting date: Define the Date when begin the assignment of the Department.
Schedule: Define the Schedule to assigned by default

Starting date: Define the Date when begin the assignment of the Schedule.
Shift: Define the shift to assigned by default

Days off: Define the days of week that will be Days off by default.
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Users

This window provides a tool to administer the users and the user access restrictions. You may add as many
users as you need but a user can have only one session at the time.

i Users [Admin Administrator] = =5 bxq

AMDOBE % 4 4 b » E

List Add Save Delete ' First Previous Next Last  Close

R Enter or modify the information of the user:
General Information

Access Privileges Administration | - yger Information &

[ Code: | Admin
User name: | Administrator Time Max of Edition: 0
Email: | some@home.com
Alternate email: | some@home.com

Startup URL: | www.acroprint.com

m

Initials: | adm Password: | **=%* Validation:

Limit Date: E|

User Type: Administrator  [] Exclusive User [] Supervisor PC Punch

Language |English =z

= Groups
Groups
[]001- General
[ 002- Especial
| < Prev Step ‘ Next Step ) !

General Information:
When add or edit a user, you need to define the parameters on General Information.

Code, User Name, email address, alternate email address, password, they are quite understandable. Those that
have a red star are mandatory fields.

Limit Date: The user will have access to the system

User Type: Allows setting if the user is an administrator of the system. Administrators are allowed to access user
maintenance and system configuration advanced settings. The Supervisor Pc Punch option defines if the user can
modify the Configuration or Enroll fingerprint in the Pc Punch Client module.
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Groups: Select the employee groups the user will have access to. The user will see only employees that are
assigned to the selected groups. If an employee is not assigned to any group, then all users will see that employee.
If none is selected the user will have access to all employees.

Language: You can define the Language for each employee, you can select English or Spanish.

Access Privileges Administration

Each user need to have the Privileges to access in the options of the system.

On this section you can select or add a new privilege, there is a Total Access and Read only by Default, and you can
add new privilege

By default all user will assign to Total Access privilege.

&l Users [restricted Restricted User Privilages] =NRey X

FDOH X «4 4 P =

List ' Add Save Delete First Previous MNext Last Close

General Information

Select an element form the tree of privileges and right-click for selecta privilege or use the buttons onthe
rightto establish a privilege forthe selected element.
Access Privileges Administration To add anew privilege group, selectthe option <New Group> inthe privileges group list. 6

Privileges Groups

Total Access E Cancel Save group Delete group

Search: | Type the textto search here Start from actual position

.x.-.. i Assi. Tasks Reports View Help 4 »

=3
& Preferences
E- System Configuration o
B Edit Privileges
Company Data
Pay Period Dates e
System Options
Database Definition G
Custom Fields I}
Classification of Employees

Exports

Print

Default Printer
Set Language to English/Espafiol Select all
Change user

\ ( Prev Step’ \ Next Step ‘} !

The privileges are link to the menu of the application, and you can define if the option works on Total Access, Read-
only or No Access. When you define a new privilege or edit you can store with the Save group.
A privilege assigned cannot delete.
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MAINTENANCE

In this Maintenance section you will find information about what information is stored in the catalogs of the system
and how they relate to generate the results this system is intended to. There is a menu pad that will contain a menu
to access all maintenance screens. First thing we will show you are the topics that apply to all catalogs.

Maintenance Screen General Topics.

All catalog maintenance screens contains a similar structure and functionality. So any time you access a catalog
screen you may use the same functionality in all these screens to make the system more user friendly and intuitive.
Each screen has the following features:

List of Elements

This list shows all elements of the catalog, showing in columns the most important information that may ease
the information lookup.

elE. L0 — e
N Xa @D, @ B

Add Edit Save Delete Print ' Group Ungroup = Close

Number 7 ShowLast + ShowName 7 Badge  TAGroup 7 Department 7
= Status : Active (2 items)
000000350 Snyder John P IT Services IT Support

000000521 Ston Cindy Marketing Departmen

000004933 Butterfield Brenda Sales Marketing Departmen

This list of elements provides the following basic features that you may find either in the toolbar button or just right-
clicking in the column header:
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Preferences

Grouping and Ungrouping

This buttons allows grouping the element by any of the columns in the list, you may find it useful to look at the
information that you require grouped by the column. Sorting and Searching: With a single click in a header, the
information is sorted by that column. If double-click on the column a text box will appear allowing filtering the record
in the list that contains the data entered in that text box. That would allow you to lookup information using any
column in the list. Once the desired record has been located, then you may proceed to select the record and view
and work with the information of that record.

O B 8 & - =
EA{:I{:I Edit Save Delete Print  Group Ungroup  Close
Number w Showlast 7 Cl[erenda Badge + TAGroup <7 Department b
= Status : Active (1 item)

000004933 Butterfield Brenda 04933 Sales Marketing Department

Record Editing
After a record has been selected, then all related information about that record will be shown in the screen and will
be ready to edit it if necessary. Each screen features the necessary steps to complete the record editing operation.

FECINT B oS EESS
EIREERXEEEE

IoList Add Save Delete MNext Last  Cancel

| Elwsssl) This screen has a toolbar that contains the

following buttons:

First Previous Close

The following button’s function is clear enough, so,
we only will describe important related information

Group Information

Definition

that must be taken into account.

Code o1 ;:w Add record. Create an empty record. The record

Nome T — 3 will be only saved and validated when the save
£ button is pressed.

Description

People reporting to superviros Wilkerson




~HICROPRINT

Edit: Appears only when the screen shows the list of elements. It opens the selected record for editing.
Save: Performs data validation and saves all open records. If an error in the data entered occurs, an error message
will be displayed.

Delete: Deletes either the selected records in the list or the currently opened record. A confirmation will be asked
before proceeding to delete the record. Deleting records is performed directly in the database, so once the deletion
has been confirmed, the data is actually deleted permanently from the database.

U L] [= ]

You are about to Delete PERMANENTLY the

. , following records:

01, John wilkerson People, People reporting to superviros Wilkerson,

Do you want to continue?

Yes No

Print: Some screens feature a printing button to allow running the report that will print the information of the actual
catalog

List: Return to the list of elements.
Cancel: When adding a record, you may cancel the process and return to the last viewed record.

Navigation: To navigate the records of the catalogs. Data validation is performed before leaving a record and if an

4 4 p | erroroccurs, an error message will be displaygd. All record_s that have been opened remain
locked for a short period. Edited records remain locked until the saved button is pressed or
closing the screen

First Previous MNext Last

Close: Close the screen.

44



~ICROPRINT

Employees

All information related to employees is accessed through this screen. You can make employee data assignments
and also edit the time card directly in this screen. There are 6 information sections in this screen:

Basic Information
All basic information is presented in this section. The data containing a star (*) are required.

> Employees [000000001 Castle Jen solei] = | (B
4 b=
BB X = 4d 4 0P =
: List Add Save Delete Print ' First Previous Next Last Close
Basic Information Employee Badge =
Badges Employee ber * 1
Classifications Badge * 00001
Schedules
Personal Information

Additional Information

First Name * Jen
Time Card

Middle Initial solei
Devices Last Name * Castle
Benefits e-mail Jcastle@hotmail.com

Status @ Active () Inactive 2 Status History ...

Assignment Date Status
09/02/2015 =Activ

Company 0000 Main Division B

Group 01 John Wikelsorn p E

Hire Date 09/02/2015 [ M

‘ £ Prev Step H Nextstep 3 ’

Employee Number: Must be entered according to the database definition. If it is defined as numeric it will be added
to the defined length.

Badge: This is the primary badge. Employees may have more than one valid badge assigned. You may add more
badges in the Badges Section of this same screen. Accordingly with the system configuration, the badge number
may be assigned automatically following the configuration setting. The number must fulfill the database definition
settings for the badge.

First Name, Middle Name, Last Name and Second Last Name: Accordingly with the configuration settings about
the name format, these fields are used when the name is displayed either through all the system.
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Status: The employee status generates a history, so an employee may be active / inactive in several periods and
the system will keep track of them.

Group: The group is used to administer the employee, so users can only see employees assigned to the groups the
user has been assigned to. It may also be used in the reports for filtering and ordering.

Hire Date: Hire date is used as a reference date to assign the employee. So, all employees must be assigned at
least 1 month before their hire date.

46



~HICROPRINT

Badges
On the Enterprise and Standard version the application can control one or more badges assigned to employee

The primary badge is showed on the Basic Information, and when is modify the Badge, it is define how Primary and
the previous badge still on the badge list.

If you need unassigned the badge, you can select the badge, different of the primary, and press the button
remove ( <<)

= Employees [000000001 Castle Jen solei] SRRCl X"
E ! S
MO >24d 4 P F
i List Add Save Delete Print First Previous Mext Llast Close
Basic Information ew Badge numbe | Badges Currently Assigned
Badges Number Assignment Date
% 00001 09/02/2015 04:44p
Classifications &1 00010 09/14/2015 06:49p
Schedules
Additional Information
Time Card
Devices
P = - -
Benefits joo20} ]:l
‘ ( Prev Step ’ ‘ Next Step } ’

If you need a new badge assign to employee, you can write the badge number, and press the button include ( >>)

It is important that the badge number is used to send on devices, if you have more than one badge, the application
will send all badges to device.
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Classifications of the Employee

This section allows assigning a classification element for each defined classification for the employee. If using Job
Costing Module and Schedules, you may also assign the wages for each job costing level in this same section.
On each classification, just assign the classification item the employee will have and a starting date. Remember that
the system will have a history of each classification, so the assignment date may be relevant for your company.
When assigning a classification item, if it is not in the classification list, you may add it directly in this screen, by

clicking the button at the right of the list. M

These classifications are used in the reports and in other processes to create a filter of employees. The filter will use
current classification assignment to evaluate if an employee is included in the filter or not. They may be used also for
grouping, totaling and sorting the report information as well as the group and division.

ENEEER KRG

List Add Save Delete Print  First Previous MNext Last Close

Basic Information
Department: ITS IT Support A
Badges
Listing of Departments % History...
Classifications Assignment Date Code Description
ITS - IT Support .
Schedules rp |E| 05/01/2001 Ship Shipping Department
05/01/2001 shi Shipping D rt t
Additional Information Since 05/01/2001 o ° pne Besarme
05/01/2001 Sales Marketing Department
Time Card ‘
Devices
Benefits
‘ €  PrevStep ’ ‘ NextStep 3 ’
—o——— — = — —
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Assignments

It is important to assign every employee to schedule policies and pay period. They are the base of the processing of
all information of the system. This section shows a schedule of 5 weeks that contains a whole month. Assignments
are made by week. Every assignment is valid over the following weeks after the week it is made until a new

assignment is found.

EE es [000000350 Snyder Joh iF
R 0l ot ionn 2

k! Ea T
B OEX>2d 4 PP E
PooList Add Save Delete Print = First Previous Next Last = Close
I To complete the assignment. mustassign the Pa ries assignment may be done also.
Basic Information |4- Assignments of Employee for March of 2013
—_— . A
Badges 4,
Classifications
First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:0 (L hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr [Farst Shift 8:00-5:00 {1 b
Schedules iy rEriai Pl ey PRty e
1st 1st lst 1st 1st ist
Additional Information
Dap IT Support Dep IT Support Dep IT Support Dep IT Support Dep IT Support Dep IT Support Dep IT Support.
e 3 4 5 6 7 8
Devices |
First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 (1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr Frst Shift 8:00-5:00 (L h =
Jaiegry s i thimsey e ey iz |
Benefits 1st 1st 1st 1st lst 1st 1st
Dep IT Support: Dep IT Support Dep IT Support Dep IT Support Dep IT Support Dep IT Suppart Dep IT Support:
First Shift 8:00-5:00 (L he | First Shift 8:00-5:00 {L hr (| First Shift 8:00-5:00 (L hr || First Shift 8:00-5:00 {1 hr || First Shift 8:00-5:00 (L hr || First Shift 8:00-5:00 (L hr || First Shift 8:00-5:00 {1 b
Ry i i ey ey Ty iy
lst ist ist st 1st 1st 1st
Dep IT Suppont Dep IT Support Dep IT Support Dep IT Support D=p IT Support Dep IT Support Dep IT Support
[First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 (1 hr First Shift 8:00-5:00 {1 hr First Shift 8:00-5:00 {1 hr [First Shift 8:00-5:00 {1 b
e [EEES ey ey R T ey
1st 1st st 1st ist ist ist
Dep IT Support. Dep IT Support Dep IT Support Dep IT Suppart Dep IT Support Dep IT Support Dep IT Support: w
< | T 3
| |pay off | |scheduled | |moliday || category
‘ < Prev Step ’ ‘ Next Step } ’

The month is shown at the top of the screen, you may change it clicking in either arrow on the left or right end, or
right-clicking on the month name will show a list of months for selecting the month you want to see.

If the employee has not been assigned, a
notification will be shown on the top of the

screen.
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In general this section shows the assignment of Schedule Policies, Work codes and days with a category
programmed, such as Vacation, Jury Duty or any other incidence the employee will have. Also you may see if the
day is forced to be paid in a special time level, such as double overtime, worked holiday, etc.

By right-clicking on a day, a menu will appear that will allow you to make the assignments to employee on this day.

Wiew Schedules Assignment

View Schedules Assignment

1 Copy Schedules assignment of an Employee
f Replace this Schedule assignment in all week days

Assign Category

Assign Category o
Schedule a Substitution of Employee

The next thing to assign is the Schedule policy and shift, one for each day of the week. The assignment is also valid
for the following weeks until a new assignment is found. When making a new assignment, if you make it on Monday
it will be copied automatically to all days of the week and mark the Saturday and Sunday as non-worked days,
making the assignment easy.

The Schedule assignment contains the following parameters:

Schedule: The Schedule that will be used this day for time processing,
Shift: The shift the employee is assigned to work this day. It may be any of the shifts defined in the Schedule, or
Zero to have a floating shift. Floating shifts means that the shift the employee will work will be assigned with the shift
the first IN punch of the day is made, floating between the defined shifts _|
of the Schedule. Schedule | pirst shift 8:00-54]

Some Schedules are Open Shift Schedule, which means that the —

Schedule does not have programmed punches; the worked time is shift | Floating []
calculated with each pair of transactions made. No exception is t=oavoft + ]
generated, because there are no programmed punches.

Is Day off: You need to mark with a ‘Y’ for yes the days the employee is Keep Time Level over day change: y [If]

not scheduled to work. Make assignment for:

Force Worked time to: To make all worked time this day to be calculated
in the selected time level. This value overrides all time level settings of | Replace assignments after this date: - [
the Schedule and Shift. Schedule a Category this day

Keep Time Level Over Day Change: When the day is forced to a time
level, you may require that the time level is kept for continuous worked
time after the midnight. If not, the time level indicated in the assigned | Accept || cancel |
policy for the next day is set.
Make Assignment for: Select if the assignment is made only for the day or will be made for all weeks this
assignment applies. If set for day, a new assignment is made for this week and duplicated assignment for the next
week with the same values before the day was assigned.
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Also category days may be programmed in this section. The programmed category will be converted to a transaction
for the day when the day is processed. So, if you already know that an employee will be on vacation or on jury duty
for a period of time in the future, then you may program those categories and have the system add the transactions
when the days are processed.

Review the Category Maintenance section to know more about categories and how they are handled in the system,

as well as how the category transaction can be added manually. ) . ST T
4 Assignments for 02/01,/2013
Also the current Assignment of first Classification is showed in vepartment  |TIRET N

Sales 05:00 to 17:00

the day, commonly the Department of the employee. .

In this section can modify the assignment of the employee for a
specific day: [z
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Custom Fields

This section allows assigning all custom fields values to employees. If an export is installed, this section will show the
information needed by the export library.

F ™y
7> Employees (000004933 Butterfeld Bren.Ta]F_ 'ﬂ =R
' =
BEDHX= 4 4 b0 =
i List  Add Save Delete Print  First Previous Next Llast Close
Basic Information

Personal Information *

Badges
Classifications Birth Date 05/15/1965 IZ|
Schedules
Additional Information | Address g
Time Card

Address
Devices

P.0. Box
Benefits

City

State

ZIP Code

Telephone

‘ &€  Prev Step ’ ‘ NextStep & ’
I ——— — y

When you have an Export with additional information, on this section will show the group for the Export, and you can
define the values when exports the file.
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Time Card Editing

This is perhaps the most significance section of the whole system. It contains the results the system is intended for.
After the punched from terminals are manually added or processed, then you may view and edit the time card one

period at a time.

Mﬁes [0001415 Buren Martin - Time Card ]

List ' Add Save

BB X>d4PrhpE

Delete Print

I Enter the number ofthe pay period you wantto editand press TAB io bring up the information__ e

First Previous MNext Last

Close

Company: Acroprint Time Recorder Co.

Basic Information Employese: 0001415 Buren Martin ) Print |
i es Pay Period: sllg Sunday 07/19/2015 - Saturday 08/01/2015 Group: Rep |
= 5 Date Totals Time Level Details
o I R P S
Sehedtiies Sun 0711912015 Not Scheduled o
] 712 y ; ; : 06:58 |
e T — tl;Mon 07/2012015 08:02 : 1w 00:30
Persaonal Hourly IZ| Details 01:00
Time Card
o EI Tue 07/21/2015 07:00 15:30 00:30 08:00 |
A 71 3 5 o 08:00
Henehs |+ | Wed 0772212015 07:01 15:30 00:30
EI Thu 07/23/2015 07:02 15:30 00:30 08:00
EJ Fri 07/24/2015 07:01 15:30 00:30 08:00
Sat 0712512015 Not Scheduled
(=] sun 0772812015 Not Scheduled
Men 07/27/2015 07:00 15:30 00:30 08:00
EJ Tue 07/28/2015 07:03 15:30 00:30 08:00 =
Attendance Summary | Job Costing Summary Total Paid Time t
Worked days: 9 Regular 69:56 REG 69:56
+Approved absense: 1 s
Total Attendance: 10 Unpaid Lunch 04:30
NatSeheiletd Warked: g AUTH. EXCUSE 00:00  REG 00:00
Absent: ]
Days Scheduled 10 Personal Hourl 02:00 REG 02:00
Total Days to Paid 10
‘ < Prev Step ’ ‘ Next Step ) ’

Pay Period: Select the pay period you want to view. Zero means actual pay period, 1 is the previous pay period and
so on. You may also select a date and the system will find the pay period the dates belong and show the pay period.

Print: Can print the current time card report.

Reprocess: If you need to reprocess the current time card, you can select this command.
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The time card shows the punches organized in pairs of IN/OUT either for the shift, lunch, and break or any other
IN/OUT pairs made during the work day, along with their punch exceptions generated as programmed in the shift.
You will also see the total worked time and subtotal for each time level. At the end you will find a total by category
and totals of time levels for each category. An attendance summary is also shown, containing Worked Days, Un-
attendance that you have justified, un-attendance not justified, scheduled days, total attendance, and not scheduled
worked days.

With a right click on the time card, a menu with editing options will appear as shown. Through this menu you may
also add the missing punches of the day; make corrections to the actual punches or add the attendance record if it is
not added, this will allow adding the punches of the day, one by one.

Add Attendance Transacticon

Add Category Transaction

Add Attendance Record Add Job Costing Transaction

Add Categ ony Transacticn Show Job Costing Levels Transfer transactions

You may also add a category to the day including hours and time level for the category.

Mon 10/01/2012 Unattendance
Sick E Accept Closewithout saving
amount to add: 08:00 Additional Data of the Category
Time Level Regular Time » | Authorized by Mr.Zelwagger

Accrue toward Time Level Limits: n ¥

When you right click on punch transaction, a menu with editing options will appear as show. Through this menu you
may also edit punches or add the missing punches of the day.

On this screen you can:

Mon 07/202015 |08

Add Punch
Tue 077212015 [08]  EditPunch

Delete Funch -
[+] wed 07222015  [08

: ; (@ I = )
When you edit or add a transaction, you need | Edit Punch

to define these details

Date Punch: lz‘
Date Punch: This is the date to apply the Time Punch 08:00:00 %
transaction. e 1FRONTOFFICE  [+]
Time Punch: This is the transaction time, this Function: Miscellaneous =
time can be round when process the Categary: wacation =]
transaction. ' . . T oA P
Device: Device linked to transaction; with this TimeLovd Feoi Trne B

device you can select the function for the

transaction “ v Accruetoward Time Level Limits

Additional Data of the
5 4 f Category

Accept | Cancel |
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Function: You can select the function for the transaction, this can be: Swipe & Go, IN, OUT, IN Lunch, OUT Lunch,
IN Break, OUT Break, or can select the Miscellaneous transaction to add a Category transaction.

Category: When select Miscellaneous; you need to define the category to add.

Add time: Time on hours to add for the transaction.

Time level: Select time level to apply the category.

Accrue toward Time Level limits: Define if the time applies for the limits of the day or period.

Additional Data of the Category: You can define an additional data to this transaction.

When you add a new transaction, you can select the option Multiple days, you can define a date range to apply the
transaction or select the days to apply.

Addpunch o B TR L =) |

Date Punch: 712012018 W Multipledays | 7/302015  [+]

E Time Punch: 08:00:00 [+ Only Seleted days

Device: A
| 4 CLOCKS & STAMPS [ ] Add |

; 7/24/2015
Function: IN - I [=] 7/30/2015

Additional Data of the
1 Transachon:

If using the job costing module, you may also add job level transfer punches.

When a time card is modified, it is also reprocessed to reflect calculations. After the pay period is modified, you will
need to save it.

At the left of each day you may also see a button with a plus sign on it that, when clicking on it, will also

display the editing menu. If these buttons show a warning sign, this means that the entry has generated some
exceptions, just move the mouse to the warning sign to view these exceptions.
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Device Assignments

Some terminals need to be assigned to employees in order to use its features such as lockout profiles, show
personal information, and to use the biometric information.

Talking about biometric information, it is captured in a device, backed up to the system and may be later
distributed among all biometric devices. That is why terminal assignment is needed, for the system to know where to
send this information.

B [DOODMQE?;_B:_urterﬁeH Brenda] d ‘_'- 1 i [E=SNEERTSC)
TOHX=«4PBE

List Add Save Delete Print  First Previous Mext Last  Close

Basic Information . Assignment

Badges 1 - Main Entrance

Classifications

Schedules |

Additional Information

Time Card

Devices |

Benefits

Click here to open the communication window and take actions only with this Employee

‘ -e Prev Step ’ ‘ Next Step b ’

Each assignment is different depending on the type of device you are using. Even, some terminals do not need
assignment to employees, and some of them that need assignments may work without any assignment at all. So, it
is recommended to learn the features of each device to know how assignments work for that device.

You will find 3 columns in this section:

Asg. Mark this box to assign the employee to this device. The description of the terminal is shown as a reference.

Assignment Parameters:
You must see the device maintenance section of this manual to know about how to setup the parameters in each
type of terminal.

The assignment required for Biometric Terminals, such as HandPunch are the Time zone, Authority level and it will
show if the employee has a hand template backed up and the date when the template was backed up.

You may also find two buttons to send this employee’s template to the terminal or to backup the template from the
terminal.
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Benefits

Pendulum can control the number of Category available and used for an employee. These apply for version
Premium and Enterprise.
For this option, you need to define on category screen the elements to apply how Benefit.

General Each Cateqory i used to classify, report and export the worked time, The system has all
necessary Categories already defined. You may modify or add more as needed.
Export Codes
Category Code: VAC
Description: ‘Vacation
Category Type: Vacation bl

Type of units in this Category...

%«

Ts this Category Exported to other systems?
Override Unattendance for the day it is used?
valid for Holidays and not schadulad days?
Is this Category paid?

15 this Cateqory a Benefit

®

oan-aan

Initialize the banefit annually?
Annual ameunt to Inftlalize the benefit:

-

0:00

Exception generated when apply this Mo Excaption =
Category:

You can define of the Limit will Initialize annually and the amount to apply it,
When you access to this option on employee, it will show the current available amount and the category used:

|| Basic Inf - Here you may update the benefits record for this Employee. You may also add or subtract hours of
ic Information the assigned benefits, as well as establishing some values for the system to have the benefits control
updated.
Badges Benefits Record is Updated up to the day:
Classifications 10/13/201 []
Click here to update the benefits taken in Category Transactions
Schedules
Code Description Allowed | Taken | Availa | Annual
Additional Information (=8 VAC Vacation 40:00 08:00 32:00 00:00
Time Card Date | User | Allowe | Taken |
o 06/01/2015 Administrator 40:00
e 07/20/2015 Transaction Event 08:00
i Code | Description | Allowed | Taken | Availa | Annual
Benefits FGH Furlough 00:00  00:00  00:00
Select a benefit, then right click for editing options
| ‘ ( Prev Step ’ 1 Next Step ‘} ’
L 4
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If the last category added is not showed on the current benefits, you have to options to update the screen, first on the
screen you can select the link Click here to update the benefits take in Category, and the table will update from the
last update until today; second you can execute the Report Benefits in the date range selected and update the
current category.

On the screen you can execute this actions:
Click here to update the benefits taken in Category Transactions

Code Description |Alnwed|Tal:en|Aﬁia|Auml
=g VAC vacstan Add record of Allowed benefit
Date | Add record of Taken benefit
06/01/2015 Adm . o .
Assign an amount for annual initialization of the benefit
07/20/2015 Tra

Add record of Allowed benefit: You can add more benefit to employee in base to need allow to employee take more
category time.

Add record of Taken benefit: You can add a used benefit with out add a new category from time card.

Assing an ammount for a annual initialization of the benefit: You can define a new the annual benefit for the
employee.

When is update the benefit the table will show the total Allowed, Total taken and the Available for the employee.
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Employee Import

In most of the implementation, companies already have a database of employees in any format. The Pendulum
system features an Employee Import tool that will allow importing employee information to the system with the least
effort possible and relieve the user from employee data capturing. You will find the option Employee Import under

the Maintenance-Employee menu.

You may run a previously made import process or create a new
one. The following paragraphs will explain how to create a new
import process.

To start creating a new import process, the first step is to select
the source of the employee information you already have. The
system supports most of the data sources that are supported on
the Windows operating system. But, using the experience over
the years, the most reliable and easy is to use a text file as
source of information. Anyhow, you may use any source if you
are familiar with the use of that source, as they require more
knowledge of different database technologies in order to be
successful in this task.

% Data Import ...

Select the source of the data

Data Source

SQL Server [+]
Server, file or folder
(local)\TASQLEXPRESS

User

sa

Password

Database

[ <prev [

Then select either a table, view or an SQL sentence to retrieve
the information you will import. At this point you may view the
data to retrieve just to verify if the source is correct.
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".5) Data Import ...

[EX3)

What task do you want to do?

(#} Create a new process of data import.

(1 Select an existing data import process.

[ Next > ||| cancel

= When the data source is just a single file, such as an excel file or a
text file, the only required parameter are the path and file name. But, if
using a database server, you will be required to provide the server
name, database, and in most cases users and passwords to have
access to the database server. You may also test the connection to
make sure all information for the connection to the source is fine.

‘;b Data Import ...

B
Select the source of the data
(+) Catalog or File
=
) SQL Query
l < Prev ’ | Next > ‘ | Cancel |
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Next step, select the target, in this case, the target must be Employee Catalog, as you are importing employees.

4 Data Import ...

==

%3 Select a catalog of the database

Once everything has been mapped, and then you may run the
import process recently created. If an error occurs, it will be shown
in the event list. You may also save the process to reuse it in the
future.

':_3) Data Import ...

Evenis
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Then you will see the columns of the target catalog in the column on
the right, and in the column of the left, you may select the source
column to map to each datum of the employees catalogs. The

gmployee datg shown'ir? r(_ad are mandatory. But try to map the most
fields as possible to minimize data capture in the future.

'3; Data Import ... @
Make the association of source
data to targef data fields.
Associations :
Source Target i
xditm_ins LAddress = ‘
version Badge Date L 9
dbid Eadge Number
status Birth Date
XSEMVEr_name |z| City
status Code of Department

‘.. e B s K

e-mail

? Requid £ Optional

1 < Prev H Next > || Cancel

Execute... When the process is run again, the system validates the
[m] [#] = information and eliminates duplicated values, but it may
0% . | update the employee catalog using this same process.

You may also include classification assignment and status
update. The system will validate this data properly and
maintain the respective history.
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Editing Classification for Employees

Even though pendulum system allows entering classification elements directly in the classification assignment to
employees; it features a classifications maintenance panel, where you may add, delete and edit the classification
elements to all classifications defined in the system.

L= Departments [De;iz-i.r-fment] -1 _ E@ﬂ
=

: Save ' Close

ance ol the entnies of the classmcabons dehinec sysie:

Department
Entries for the Classification : Department

Code Description
» BLE] IT Support
Sales Marketing Department
Ship Shipping Department
s Add a new entry [ ‘x Delete selected entries
— - ——

This screen shows classifications defined in the company setup under the Classification for Employees. Clicking on
each classification tab, the list of elements for that classification will be shown. There you may add, delete or edit the
items. There are two buttons at the bottom of the screen, but if you select the item, then right-click on it, a menu with
editing options will appear.

—~~ When finalizing editing the items, you must press the save button on the toolbar at the top to save all
I? changes made to the classification.
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Groups Catalog

Groups are used to classify employees and to administer them, with the ability of being able to view
employees that have been assigned to groups. They are also used in reports to filter and group employees.

“5 Groups [6260 REGIONAL SALES] = B X

EINEEX KR = '

List Add Save Delete ' First Previous Next Last = Close

Group Information
Definition

Code 6260 1’: - |
5
Name REGIONAL SALES

Description REGIONAL SALES

E-Mail sales@company.com

This screen is used to define and describe the group. Then each employee will be assigned to a single group and
the groups are assigned to users, see Users section.

Each group only needs a code, a name and a short description.

On this screen can define the email for each group, this email will use to send reports by groups assigned of the
employee.
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Categories

Categories are the element of classification of worked time or events on the system. All time is always placed in a
category. Categories are also used to justify and summarize un-attendance, as incidences. They may be used in
hours, for time, or in units, to add any unit to the employee attendance record, a unit may be one day or one dollar.

| Ca

: t [
EEE X EEX
List Add Save Delete  First Previous Mext Llast Close
General Information Each Category is used to classify, report and export the worked time. The system has all ‘.‘
necessary Categories already defined. You may modify or add more as needed. |
Export Codes ‘
Category Code: REG ‘
Description: Regular i ‘
Category Type: Regular E|
Type of units in this Category... ﬂ U =
Is this Category Exported to other systems? X
Override Unattendance for the day it is used? N
Valid for Holidays and not scheduled days? x
Is this Category paid? v B
Is this Category a Benefit? ¥ H
Initialize the benefit annually? ¥ E
Annual amount to initialize the benefit: 00:00 &
Exception generated when apply this No Exception |Z|
Category: -
\ 4 Prev Stap H NextStep 3 ’
| ——————

There are some built in categories the system uses. Such as Regular, Lunch, Break, Vacation, Un-attendance,
Substitution, Holiday, Sick, Tips. But also any other required category may be added and used in the system to add
time or units to employees. Categories may be also used as benefits and keep track of them in the system.

As categories are the basic unit to accumulate time and incidences, then they are used to export worked time.

General Information

Categories, like all other elements of the system require a Code and Description to identify the category.
They also need a Type of Category that applies to the type of concept, for example: Regular Day, Time for Lunch,
Holliday and others. This will be used for the system to identify the categories it needs. So, built in categories should
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never change its type. Even though, code and description may be changed. All additional categories that you may
require must only have any of the types: Configurable, Unattendance and Swap.

Each category type is used as follows:

Configurable: Used for all custom categories.

The following types have an obvious hame and must exist in only one category in each of them:

Regular, Lunch, Break, Holiday, Tip Cash, Tip Charge, Vacation, Sick.

The following types are reserved for future use: Personal, Pay per Day 1, Pay per Day 2.

The type Unattendance is used to force a worked day as un-attendance. The Time added in an un-attendance
category transaction will be deducted from worked time, and force the day to be un-attendance.

PLEASE DO NOT USE unattendance categories to export UNATENDANCE days. A custom category must
H be added to export unattendance, and select that custom category in the export configuration to export
I‘f unattendance.
2

The type Swap is used when the substitution of an employee for another in one day is made. So the time
worked for the employee will be accumulated in the substituted employee. The time added in a swap

I‘_(;’P transaction will be deducted from the worked time of the employee and added to the substituted employee as
regular time.

Type of Units: Select if this incidence is used as hours or units. Hour categories are used to accumulate time and
unit categories are used to accumulate events or money.
Do not mix hours categories in configuration values that needs units categories and do not mix unit categories
@ in configuration values that need hour categories, or an unpredictable result may be obtained from the
system.

Export Category: if this category is being exported to a third party pay system, the export codes section will be
enabled. All categories marked exportable and have time or units will be available for exports. Generic export will
export all exportable categories with values on them.

Override Unattendance for the day: If the day is unattendance (there is no punch on it) but a category selected for
override attendance is added in the day, then the day will be treated as justified unattendance day.

For categories of type Unattendance (UNAT), this value has a different effect. If in the day there is a

v unattendance category transaction marked to NOT override unattendance, the day will be forced to be

EP unattendance.

Valid for Holidays and Not Scheduled Days: Select if this category may be used in holidays or not scheduled to
work days. If a global category transaction is made, the transaction will not be added to holidays and not add to
scheduled days.

Is this Incidence paid: The accumulated hours in this category will be marked payable hours. You can use this
setting in custom exports or custom reports. In the system hours not payable appears colored in red.

Is this Category a Benefit: To make this category a benefit. The benefits are used to track the number of hours or
times employees use these benefits. The system will report how many benefits the employee has taken and how
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many benefits the employee has available to use. If the employee is where the benefit control takes place and there
is a report to generate information about benefits. Check the benefits section for more information.

Initialize benefit annually: If benefits are used, then this option ensures that every anniversary, users get an
amount of hours or unit's benefits in addition of those already defined.

Annual amount to initialize the benefit;: The amount to add each anniversary.

Exception to generate with this Category: An entry is selected that will be used every day this category is added
to the employee, an exception will be generated as well. So, categories may be used in Exception Rules or be
included in exception reports.

Export Codes

Export codes are used to export the amount accumulated in the category to third party payrolls or the generic export.
Amounts are partitioned by time level and shift and each partition is assigned an export code. In the export library
these export codes are translated to the concepts the third party payroll uses. This section is enabled when the
category is marked to be exported.

(B o oo D R . e
EIEEI XK IEE

List ' Add Save Delete ' First Previous MNext Last ' Cancel Close
General Information The Categories amount may be exported to other systems using the export codes that are defined here. Either

time or units of this Category is assigned to an export code according to the shift and time level it is
accumulated. These are the codes that are finally exported.

Export Codes

The following export codes are actually defined for this Category:

- Time Level Export Code |I
REG 11
oT1 12
aT2 13

1,

[P Add an Exprt Code
3 Delete this Export Code

‘ €  PrevStep H NextStep ’

The first time the category is added, default export codes are added to all time levels defined in the system. They
can be modified or deleted in accordance with your company needs. An editing menu appears if the mouse is
hovered over the yellow down arrow or when right clicking in the export codes list.

Each export code consists of the following:
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Time Level: This export code will be used if the category has an amount of this time level. If time level is set to ALL
then this export code will be used for all time levels.

Shift: The worked time may be split by the shift it was worked in. So you may export regular time worked in the first
shift differently than regular time worked in the second shift. So, select the shift this export code will apply to. If ‘All’" is
selected, then the export code will be used for all shifts.

Export Code: The code to be used to export any amount of time that fits in the time level and shift selected.
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Exceptions

Exceptions are events linked to the transactions or a specific condition on the attendance, the exception can define
on the Shifts, link to the IN or OUT transaction, or can be apply for the all day.
By default the application have a list of Exception for the common events:

f; Exceptions A ‘ _—
Dz B8 X = =

Add Edit Save Delete ' Group Ungroup = Close

Code  Description - Type  Severity Level A
L MP Omitted Position Missing Punch Severe ]
i TA Late In Late Severe
Missing Punch Missing Position Severe
Not Programmed Incomplete Day Severe
Working out early Out Early Severa
Working out late Out Late Normal
Dock After Dock Forward Normal
Dock before Dock back Normal
Round Forward Forward Ignore
Round Back Grace Period Ignore
Early In Early Ignore

This list can be edit in base of the company needs.
There is no limit in the number of Exceptions, can define customize and define of type User.
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General data

In this section you define the parameters for identify the Exception, the Code and Description is used for identify in
the Shift definition or when is apply in the Time Card.

[ [— [MP Omitted po@
B DDHEX 4 4 b E

i List Add Save Delete  First Previous Next Last = Close

General Data
Definition...
Code Mp . |
Description Omitted Position
Type Missing Punch |E|
Severity Level Severe IZ|

Type: The type of the exception define how will apply to the attendance, with this Type of exception the system will
calculate or apply to the transaction or attendance day, for example the In Late type is assigned when an employee
punch after the IN punch.

Severity Level: Can define the level of Severity for display or evaluate the Exception, based on the severity a color
flag is placed on the Time card, the Severity levels are: Ignore, Normal, Middle, Severe, High
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Schedules

Schedules are the most important element of the system. They define the policies to handle the transactions and the
rules to calculate the worked time. So, the correct functioning of the system depends in great part on the correct

configuration and assignment of the schedules.

Schedules contains general parameters for time calculation, transaction processing and shift definition,
where the programmed transaction, time rounding and automatic adjustments of the worked time are defined.
There is no limit in the number of Schedules as well as no limit in the number of shifts with in each schedule.

That is why configuration possibilities are endless.

A combination of a Schedule and Shift is assigned each day of the week to employees.

[ (B ==l
1.8 Schedules — - - |
mMOH X 4 4 PP B
List Add Save Delete ' First Previous Next Last ' Cancel ' Close
) assigned to a schedule for every day of the week, aven if they do not work on certain days. See Employee maintenance, [«
General Information Schedule Assignment for details. )
5 Parameters for Transactions Processing
Deductions it it
Use Time Rounding: [ |
Time Level Limits Automatic Deductions: E W n
Fixed Shifts Schedule #: - Break Punches: [
Description: Round Break Punches:
Holiday and Exceptions — Lunch Punches: [
Company : Man Division IZ| Round Lunch Punches:
Pay Over-Time: []
Freaiency; E 5 M Pay Non-Worked Holidays: [ I
Start Date: [01/01/2012 Fixed Shift Windows: ||
Exception Report Parameters: D
California OT: [
Day change offset: |p1-00 =
Move to the Next Day the transactions of type: IN |Z|
If they are made after: | 22-00
Keep together the transactions of type: | OT,0L,IL,0B,IB |Z|
If the time between them does not exceed: 04:00
Missing Punch Limit over Day Change: |13-00
Category to add, for Missing punch in a Day?:
Hours to add in Missing Punch Days: 00:00
Time Level for Missing Punch Hours: | Regular Time
Accrue towards Time Level Limits:  + .
Delete Intermediate Pairs of Punches: + . =
‘ £ Prev Step H NextStep P ’
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General Information

Schedule # -Click on the New Icon or the Open Icon to choose an existing Schedule.
Description - Enter the Schedule Description

Frequency - Select the Pay Period Frequency, either Weekly, Biweekly, Semi-monthly or Monthly. The Start Date
will appear after the Pay Period is selected. The Pay Period Dates were previously setup in the Company, Pay
Periods Screen or under the Divisions screen.

Start Date - The Start Date is a view only field. This date is accessed from the Company or Divisions Pay Periods
Start date.

Day Change - Select the Day Change. Normally the default of 1:00am is acceptable for all setups. This is an offset
for the natural day change. So the punches are moved to the previous day if they are made before the time specified
here. Usually 1:00 is the commonly used day change offset to take into account employee leaving after 00:00 on 2nd
shift. The result is all punches between 00:00 and 01:00 are moved to the previous day. If you are unsure of this
setting leave the default of 1:00 am.

Move the - Select all the punch types Move the IN Punch... to the Next day Starting at XX:XX. This feature is
normally used when running a 3rd shift operation and you need to move transactions to the next day, i.e. normally
just the IN PUNCH. If you are running 1st and 2nd shifts only, leave the defaults (no punches selected) and continue
to step 5. If you are running a 3rd shift operation and an employee arrive on Sunday night at 22:00 pm to start
Monday’s work and you want all the hours credited to Monday you must check IN PUNCH on the list of available
punches and specify ...to the Next Day Starting at 21:45. All IN Punches occurring at 21:45 would be credited to
Next Day. If an OUT PUNCH occurs at 22:00 the punch will show up on Sunday, as it was NOT flagged to be
moved to the next day.

Missed Punch Limit - Select the Missing Punch Limit. This feature determines when an employee forgets to punch
and once this limit is reached the system will automatically insert a missing punch flag on a time card report and will
show up on the missing punch report. If this time has elapsed since the first IN punch of the day and the LAST OUT
hasn't arrived, then the day is flagged as Missing Punch.

Category to add, for missing punch in a day. If the employee only punch one time on the day, the application will
add automatic the Category selected, in base to justify the day and apply an automatic time.

Hours to add in missing punch days. Define quantity of hours to apply on the day when missing a punch.
Time level for missing punch hours. Define Time Level to use when add hours on the day when missing a punch.

Accrue towards time level limits. Define if the hours added to employee on missing punch will accumulate for
limits of day and period.
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Delete intermediate pairs of punches. If the system include several transactions, and only need the first and last
transaction on the day, you can active this option to delete the intermediate transactions; if the Schedule defines time
for lunch, it will leave on the day.

Use Time Rounding - The Time Rounding parameters allows define rounding periods for all punches during the
day. If Fixed Shifts are being used, then all punches that fall out of the pre-defined Fixed Shift parameters would
apply. These parameters are used to divide one hour into even intervals that punches will be moved to. With Time
Rounding disabled employees assigned to this schedule are paid minute to minute. If you wish to use a feature,
check the appropriate box.

Automatic Deductions E, W, N - The time for breaks and lunches automatically deducted, enter E for elapsed time.
This allows for a deduction after a given amount of time is worked W for deduct window allows for a deduction at a
certain time of day. N for not used turns off auto deducts.

Break Punches - The Break Punches feature allows the employee to swipe their badge and press a designated key
Out for Break & In from Break. Swipe & Go Employees simply swipe their badge and system automatically knows if
the transactions are Break punches If you wish to use a feature, check the appropriate box.

Round Break Punches - The Round Break Punches feature allows the employee’s Break punches are rounded.
Rounding of Break Punches is normally not used as an employee could lose part of their allowed Break period. If you
wish to use a feature, check the appropriate box.

Lunch Punches - The Lunch Punches feature allows the employee to swipe their badge and press a designated
key Out for Lunch & In from Lunch. Swipe & Go Employees simply swipe their badge and system automatically
knows if the transactions are Lunch punches If you wish to use a feature, check the appropriate box.

Round Lunch Punches - The Round Lunch Punches feature allows the employee’s Lunch punches be rounded.
Rounding of Lunch Punches is normally not used as an employee could lose part of their allowed Lunch period. If
you wish to use a feature, check the appropriate box.

Pay Overtime - The Pay Overtime feature allows the system handles up to three overtime levels plus the regular
time, which is addressed as Overtime level 0. If you wish to use a feature, check the appropriate box.

Pay Non-Worked Holidays - The Pay Non-Worked Holidays feature allows you to widely configure the system to
pay all time related to a holiday, based on days worked before and after the holiday, day of service prior to the
holiday, non-worked and worked holidays. If you wish to use a feature, check the appropriate box.

Fixed Shifts - The Fixed Shifts feature, allows you to accommodate up to 3 shifts (1,2 and 3) in every schedule.
When fixed shifts are defined in a schedule, a specific shift is assigned later to the employee in Schedule
assignments. If your company has specific Start & Stop times for the day and needs to control employee early
arrivals or late departures Fixed Shifts will control these issues. If you require an open schedule do not select Fixed
Sifts. If you wish to use a feature, check the appropriate box.

California Overtime - The California Overtime feature will allow you select 7th day Overtime currently required in
California.
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Deductions

{8 Schedules [001 First Shift 8:00-5:

EOHX 4 4 PP E

List Add Save Delete  First Previous Next Last = Close

General Information Automatic Deduction Parameters
Deductions # 1 After Elapsed Time Worked (hhmm): 00:00
Time Level Limits Amount of Time to Deduct......... (mm): 0
# 2 After Elapsed Time Worked (hhmm): 00:00
Fixed Shifts
Amount of Time to Deducdt......... (mm) 0
Holiday and Exceptions # 3 After Elapsed Time Worked (hhmm): |00:00
Amount of Time to Deducdt......... (mm): 0

Break Duration..........cuueeu. (mm): 155 Lunch Duration........cceue.. (mm): 60 = l
Mini (mm): L= Mini (mm): 15 %
(mm): 1515 (mm): 60 (5
Grace: 55 Grace: 505
Paid Break v . Paid Lunch v .
Min. Work Time............. (hhmm): 00:00 Min. Work Time............. (hhmm):  |po-p0 l
Maximum Allowed: 2% Maximum Allowed: 1
Break/Lunch Punch Rounding
Round QUT: Every 0| Minute, Round Back 0 -> 0 Grace Forward 1->0
Round IN: Every 0 Minutes, GraceBack 0 -> 0 Round Forward 1->0
‘ < Prev Step ’ ‘ Next Step % ’

Automatic Deductions Parameters - With Automatic Deductions, when a set amount of time is worked (Elapsed
time worked), this time is deducted (amount of time to deduct) from an employee worked time. Up to three
deductions can be made in a single work period. Elapsed time starts from a clock IN and is reset upon a
clock OUT.

#1 After Elapsed Time Worked (hhmm) - Enter elapsed time as the amount of time that must pass before this
deduction will be taken.

Amount of Time to Deduct (mm) - Enter deduct time as the amount of time to deduct from the total hours worked
the elapsed time.

72



~HICROPRINT

#2 After Elapsed Time Worked (hhmm) - Enter elapsed time as the amount of time that must pass before this
deduction will be taken.

Amount of Time to Deduct (mm) - Enter deduct time as the amount of time to deduct from the total hours worked
the elapsed time.

#3 After Elapsed Time Worked (hhmm) - Enter elapsed time as the amount of time that must pass before this
deduction will be taken.

Amount of Time to Deduct (mm) - Enter deduct time as the amount of time to deduct from the total hours worked
the elapsed time.

Punched Break Parameters - If Punched Break Deduction was enabled in the Schedule’s First Page, then the
Punched Break Deduction parameters will be shown in this screen.

Break Duration (mm) - Enter the Break Duration. This is the amount of Break that will be deducted when you meet
the criteria listed below for unpaid Break.

Minimum (mm) - Enter the Minimum number of minutes an employee would punch out for Break and you want the
system to recognize the punch as a OUT to Break. When the employee Punches Out on Break for the minimum the
full Duration for the Break will be deducted. In the Default Break example, if the employee punches out for 5
minutes, they will be charged for the full 10 minute Duration.

Maximum (mm) - Enter the Maximum number of minutes an employee would be out for Break. The Maximum
minutes used to control long Breaks. In the default Break, if an employee is out for 15 minutes the employee is
charged for the full 15 minutes for Break. All Break hours that exceed the Maximum Allowed, are deducted from the
worked time.

Grace (mm) - Enter the Grace number of minutes an employee can arrive late from Break and not be penalized. In
the default Break example, if the employee is out for 12 minutes the employee will not be penalized because there
was a 2 minute Grace available. Duration + Grace would tell how long an employee can take a Break / Lunch with
NO penalty. If the employee exceeds the Duration + Grace time, but doesn’t exceed the Maximum, they are paid for
the Duration and the difference is deducted from work time. In the Break example the employee punches out for 15
minutes, the employee is paid for the Duration of 10 and 5 minutes is deducted from the work time.

Paid Y/N - Select if the Break is Paid Yes or No. To qualify for Paid Breaks, you must punch for at least the
Minimum and not exceed the Break Duration. If you have a Grace available for late arrive from Break, you will be
paid for the Break / Lunch as long as did not exceed the Break Duration + Grace time. If you exceed the Grace on
return from Break, then you are paid the difference between the Break Duration and the time out up to and including
the Maximum. Once you exceed the Maximum, the entire Break is NOT paid.

Min. Work Time - Select the Minimum Work Time that an employee must work in order to qualify for a paid break.
In the default Break setup the employee must work a minimum of 2:00 to qualify for a Paid Break.

Maximum Allowed - Select the Maximum Allowed for Breaks. In the default Break setup the employee is allowed 2
Paid Breaks and if they take a third Break it would not be paid.
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Punched Lunch Parameters - If Punched Lunch Deduction was enabled in the Schedule’s First Page, then the
Punched Lunch Deduction parameters will be shown in this screen.

Lunch Duration (mm) - Enter the Lunch Duration. This is the amount of Lunch that will be deducted when you
meet the criteria listed below for unpaid Lunch.

Minimum (mm) - Enter the Minimum number of minutes an employee would punch out for Lunch and you want the
system to recognize the punch as a OUT to Lunch. When the employee Punches Out for Lunch for the minimum the
full Duration for the Lunch will be deducted. In the Default Lunch example, if the employee punches out for 16
minute, they will be charged for the full 60 minute Duration.

Maximum (mm) - Enter the Maximum number of minutes an employee would be out for Lunch. The Maximum
minutes used to control long lunches. In the default Lunch, if an employee is out for 70 minutes the employee is
charged for the full 70 minutes for Lunch. All Lunch hours that exceed the Maximum Allowed, are deducted from
the worked time.

Grace (mm) - Enter the Grace number of minutes an employee can arrive late from Lunch and not be penalized. In
the default Break example, if the employee is out for 12 minutes the employee will not be penalized because there
was a 2 minute Grace available. Duration + Grace would tell how long an employee can take a Lunch with NO
penalty. If the employee exceeds the Duration + Grace time, but doesn’t exceed the Maximum, they are paid for the
Duration and the difference is deducted from work time. In the Lunch example the employee punches out for 15
minutes, the employee is paid for the Duration of 10 and 5 minutes is deducted from the work time.

Paid Y/N - Select if the Lunch is Paid Yes or No. To qualify for Paid Lunches, you must punch for at least the
Minimum and not exceed the Lunch Duration. If you have a Grace available for late arrive from lunch, you will be
paid for the Lunch as long as did not exceed the Lunch Duration + Grace time. If you exceed the Grace on return
from Lunch, then you are paid the difference between the Lunch Duration and the time out up to and including the
Maximum. Once you exceed the Maximum, the entire Lunch is NOT paid.

Min. Work Time - Select the Minimum Work Time that an employee must work in order to qualify for a paid lunch.

Maximum Allowed - Select the Maximum number of allowed for Lunches. In the default Lunch setup the employee
ares allowed 1 and lunches are not paid.

Break Lunch Punch Rounding - If Round Break/Lunch Punches are enabled in the Schedule’s First Page, then
the Round Break/Lunch Punch parameters will be shown in this screen. The Break/Lunch Punches rounding feature
is normally used when you have ridged Break and Lunch times. If you require a flexible Break/Lunch schedule then
disable this feature. When using Break/Lunch Punches rounding (not supported if using Swipe and Go), then the
Rounding parameters for Break/Lunch punches are shown in this screen. Use this feature if you want to round
Employee Break and Lunch punches. Break/Lunch Punch Rounding will round all PUNCHED Break and Lunch
transactions.

Round Out Every _ Minute - The Round OUT: Every X Minutes must be a number that evenly divides 60 minutes

of an hour (1, 2, 3, 4, 5, 6, 10, 12, 15, 20, 30) interval. Normally what every you choose for the Round Out the same
should be used for the Round In.
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Round Back - The Round Back 0=> must be a number that equal to or less than the interval selected for Round
OUT. With a Round Back of 7 minutes and Rounding OUT Every 15 minutes, employees who punches OUT for
Break/Lunch from 1 to 7 minutes into the 15 minute interval are rounded back to the previous interval. Example, an
employee punches OUT to Lunch at 12:07 their punch will calculate as 12:00.

Grace forward - The Grace 0=> will be automatically selected based on the Round OUT & Round Back values.
Round OUT — Round Back = Grace. Example, an employee punches OUT at 12:08 their punch will calculate as
12:15.

Round In Every _ Minute - The Round IN: Every X Minutes should be a number that evenly divides 60 minutes of
an hour (1, 2, 3, 4, 5, 6, 10, 12, 15, 20, 30) interval. Normally what every you choose for the Round In the same
should be used for the Round Out.

Grace Back - The Grace 0=> will be automatically selected based on the Round IN & Round Back values. Round
IN — Round Back = Grace. Example, an employee punches OUT at 13:09 their punch will calculate as 13:15.

Round Forward - The Round Back 0=> must be a number that equal to or less than the interval selected for
Round IN. With a Round Back of 8 minutes and Rounding IN Every 15 minutes, employees who punch IN for
Break/Lunch from 1 to 8 minutes into the 15 minute interval are rounded back to the previous interval. Example, an
employee punches IN from Lunch at 13:08 their punch will calculate as 13:00.
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Time Level Limits

{8 Schedules [001 First Shift 8:00-5:00 ch)

BEDBE X 4 400 E

i List Add Save Delete  First Previous Next Last = Close

General Information Overtime Parameters
Deductions

# 1 Pay Rate Multiplier: 0.00 OTCycle: R E 5 M
Time Level Limits Daily Limit (hhmm): |08:00 Period Limit (hhmm): | 000:00
Fixed Shifts # 2 Pay Rate Multiplier: 0.00 OTCycle: Rl B 5 M
[Ty el Ereeriime Daily Limit (hhmm): |11:00 Period Limit (hhmm): | 000:00

# 3 Pay Rate Multiplier: 0.00 OT Cydle: E 5 M

Daily Limit (hhmm): |15:00 Peried Limit (hhmm): | 000:00
Force Overtime for IN Punches Between: 00:00 and: | 00:00

at Overtime Level: 0  |[v]
Force Overtime for Time Outside Defined Shifts: H at Level: | 0 |Z|
Calculate OT if Regular Time Exceeds: 00:00 hours in previous 24:00 Hrs.

at Level: 0 |z|

Sun Mon Tue Wed Thu Fri Sat
Force Overtime by Day-of-the-Week: ] [l ] [l [l 1 [l
at Overtime Level: | 0 [x] 0 [=] 0 [-] 0 [-]/0 []/0 [-] o [7]
E

Keep In OT Level Over Day Change: & B B B B =

‘ < Prev Step ’ ‘ Next Step % ’

#1 Pay Rate Multiplier - Select a Pay Rate Multiplier. This value is to let the user know which type of overtime is
dealing with. Select the #1 Pay Rate Multiplier, normally 1.50, select the # 2 Pay Rate Multiplier, normally 2.00
(leave 0.00 if not used) and select # 3 Pay Rate Multiplier, normally 3.00 (leave 0.00 if not used).

OT Cycle W,B,S,M - Select the Overtime Cycle either Weekly, Bi-weekly, Semi-Monthly or Monthly. This is the type
of OT cycle you calculate the period limits. Ex: You pay overtime after 40 hours has been worked, a week. Set OT
Cycle to w for weekly. This OT Cycle entry is independent from the schedule pay period, but must not exceed the
schedule pay period. ex: The current schedule you are working on is a Biweekly schedule. You may choose w for
weekly or b for biweekly overtime, but you cannot choose s for semimonthly or m for monthly since these overtime
cycles are longer than the schedule pay period. Enter the OT Cycle used for the bases of paying overtime. NOTE: If
the schedule you are working on is semimonthly you may choose both weekly and biweekly overtime. The system is
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designed to carry overtime passed the schedule pay period stop date/time and correctly calculate the overtime into a
semimonthly or monthly pay period.

Daily Limit (hhmm) - Select the Day Limit as the threshold at which the overtime will start to accrue for the day.
Select the Daily Limit for each Overtime setup on the system. An example of three daily limits would be Daily limit
for Overtime 1 would occur after 08:00, Overtime 2 would occur after 12:00 and Overtime 3 would occur after 16:00.
An employee who worked 18.00 hours with the three overtime limits would receive 8 hours Regular, 4 hours
Overtime 1, 4 hours Overtime 2 and 2 hours Overtime 3.

Period Limit (hhmm) - Select the Weekly Limit as the maximum worked time (total of previous overtime levels) in a
week after which the overtime starts accruing for that level. Select the Weekly Limit for each Overtime Setup. The
time that already qualified for that overtime level (when the daily limit was applied) is not considered in the
calculation of the weekly overtime. An example would be a Weekly limit of 40:00 for OT1, 48:00 for OT2 and 54:00
for OT3.

#2 Pay Rate Multiplier - Select a Pay Rate Multiplier. This value is to let the user know which type of overtime is
dealing with. Select the #1 Pay Rate Multiplier, normally 1.50, select the # 2 Pay Rate Multiplier, normally 2.00
(leave 0.00 if not used) and select # 3 Pay Rate Multiplier, normally 3.00 (leave 0.00 if not used).

OT Cycle W,B,S,M - Select the Overtime Cycle either Weekly, Bi-weekly, Semi-Monthly or Monthly. This is the type
of OT cycle you calculate the period limits. Ex: You pay overtime after 40 hours has been worked, a week. Set OT
Cycle to w for weekly. This OT Cycle entry is independent from the schedule pay period, but must not exceed the
schedule pay period. ex: The current schedule you are working on is a Biweekly schedule. You may choose w for
weekly or b for biweekly overtime, but you cannot choose s for semimonthly or m for monthly since these overtime
cycles are longer than the schedule pay period. Enter the OT Cycle used for the bases of paying overtime. NOTE: If
the schedule you are working on is semimonthly you may choose both weekly and biweekly overtime. The system is
designed to carry overtime passed the schedule pay period stop date/time and correctly calculate the overtime into a
semimonthly or monthly pay period.

Daily Limit (hhmm) - Select the Day Limit as the threshold at which the overtime will start to accrue for the day.
Select the Daily Limit for each Overtime setup on the system. An example of three daily limits would be Daily limit
for Overtime 1 would occur after 08:00, Overtime 2 would occur after 12:00 and Overtime 3 would occur after 16:00.

An employee who worked 18.00 hours with the three overtime limits would receive 8 hours Regular, 4 hours
Overtime 1, 4 hours Overtime 2 and 2 hours Overtime 3.

Period Limit (hhmm) - Select the Weekly Limit as the maximum worked time (total of previous overtime levels) in a
week after which the overtime starts accruing for that level. Select the Weekly Limit for each Overtime Setup. The
time that already qualified for that overtime level (when the daily limit was applied) is not considered in the
calculation of the weekly overtime. An example would be a Weekly limit of 40:00 for OT1, 48:00 for OT2 and 54:00
for OT3.

#3 Pay Rate Multiplier - Select a Pay Rate Multiplier. This value is to let the user know which type of overtime is
dealing with. Select the #1 Pay Rate Multiplier, normally 1.50, select the # 2 Pay Rate Multiplier, normally 2.00
(leave 0.00 if not used) and select # 3 Pay Rate Multiplier, normally 3.00 (leave 0.00 if not used).

OT Cycle W,B,S,M - Select the Overtime Cycle either Weekly, Bi-weekly, Semi-Monthly or Monthly. This is the type
of OT cycle you calculate the period limits. Ex: You pay overtime after 40 hours has been worked, a week. Set OT
Cycle to w for weekly. This OT Cycle entry is independent from the schedule pay period, but must not exceed the
schedule pay period. ex: The current schedule you are working on is a Biweekly schedule. You may choose w for
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weekly or b for biweekly overtime, but you cannot choose s for semimonthly or m for monthly since these overtime
cycles are longer than the schedule pay period. Enter the OT Cycle used for the bases of paying overtime. NOTE: If
the schedule you are working on is semimonthly you may choose both weekly and biweekly overtime. The system is
designed to carry overtime passed the schedule pay period stop date/time and correctly calculate the overtime into a
semimonthly or monthly pay period

Daily Limit (hhmm) - Select the Day Limit as the threshold at which the overtime will start to accrue for the day.
Select the Daily Limit for each Overtime setup on the system. An example of three daily limits would be Daily limit
for Overtime 1 would occur after 08:00, Overtime 2 would occur after 12:00 and Overtime 3 would occur after 16:00.
An employee who worked 18.00 hours with the three overtime limits would receive 8 hours Regular, 4 hours
Overtime 1, 4 hours Overtime 2 and 2 hours Overtime 3.

Period Limit (hhmm) - Select the Weekly Limit as the maximum worked time (total of previous overtime levels) in a
week after which the overtime starts accruing for that level. Select the Weekly Limit for each Overtime Setup. The
time that already qualified for that overtime level (when the daily limit was applied) is not considered in the
calculation of the weekly overtime. An example would be a Weekly limit of 40:00 for OT1, 48:00 for OT2 and 54:00
for OT3.

Forced Overtime for IN Punches between xx:xx and yy:yy - We can make the system Force Overtime for IN
Punches that occur between windows of time. This mean that if an IN Punch is issued in the defined time window, all
the time up to the next OUT Punch is sent directly to the OT Level specified in at Overtime Level parameter. Select
the beginning of the window and the end of the window.

at Overtime Level - Select the Overtime Level to pay for forced Overtime for IN punches that occur between
windows of time.

Force Overtime for Time Outside Defined Shifts y/n - Another form for calculating Overtime is to Force Overtime
for Time Outside Defined Shifts. This causes any time accrued outside of the employees defined shift start and stop
time to be accrued as overtime, at the overtime level specified. For ex. Their schedule has one shift 08:00 to 17:00.
They clock in at 07:00 and clock out at 18:00. They will accrue 2 hours of overtime ( 07:00 - 08:00 and 17:00 -
18:00).
at Level - Select the Overtime Level to pay for Time outside defined shifts. 0 = Regular, 1 = Overtime 1, 2 =
Overtime 2 and 3 = Overtime 3.

Calculate OT if Regular exceeds xx:xx hours in the previous 24 Hrs. - If Regular hours exceed a defined
threshold of HH:MM in the previous 24 hours, calculate Overtime at defined level. Once this threshold all hours are
paid at the listed level.

at Level - Select the Overtime Level to pay for time exceeding defined threshold. 0 = Regular, 1 = Overtime 1, 2 =
Overtime 2 and 3 = Overtime 3.

Forced Overtime by Day of the Week SMTWTFS - The Force Overtime by Day of the Week option, forces any
time accrued on the selected day to be accrued as the overtime level specified. You may instruct the system to Keep
OT Level over day change to accrue to the same OT level after the day has changed, or calculate regular time after
the day has changed. Select the days of the Week you want forced to Overtime, select the overtime level and do
you wish to keep the OT level over the Day Change.
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at Overtime Level - Select the Overtime Level to pay for the specific day of the week. 0 = Regular, 1 = Overtime 1,

2 = Overtime 2 and 3 = Overtime 3.

Keep IN OT Level Over Day Change - Keep Overtime Level over a Day Change allows to maintain the current OT

rate otherwise it will reset at the day change.

Fixed shifts

TEOBX 4 4 PP E

i List Add Save Delete ' First Previous Mext Last = Close

1@ Schedules [001 7:30 TO 5:00 \ 11:25 LUNCH] g
- — -

|| General Information Fixed Shift and Time Rounding
Deductions
Shift START and STOP Window
Time Level Limits shift Start Cut-Off Stop Diff.
Fixed Shifts #1 07:30 17:00 17:00 Y H
' #2 00:00 00:00 00:00 ks
Holiday and Exceptions H
#3 00:00 | |00:00 00:00 ¥ H
Late Arrival IN-Punch Grace Back (mm): 15
Early Arrival Round Forward (mmm): 60
Late Arrival Dock Forward (mm): 15
Early Departure OUT-Punch Grace Forward (mm): 0
Late Departure Round Back (mmm): 10
Early Departure Dock Back (mm): 0

Shift IN/OUT Punch Rounding (Qutside of Start/Stop Window)

Round IN: Every 15 Minutes, Grace Back 0 -> 7 Round Forward 8->15
OUT: Every 15 Minutes, Round Back 0 -> 7 Grace Fordward 8->15
‘ ( Prev Step’ ‘ MNext Step ) ’

Shift start and stop window.- Define the 3 shifts available on the Schedule, You define the Star Time of the
Schedule (IN), the Cut Off for each shift, it will limit the change of the Shift and the Stop of the shift (OUT). When
assignment the Schedule to employee, you can select the fix Shift or can select Floating shift, on this case the Shift

will calculate in base to the first punch on the day, and the limit for each shift is the Cut off.
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Late arrival In-Punch Grace Back (mm): Define the time limit of grace on minutes to arrive late on this Schedule. If
the employee punches on this limit the transaction will round to the IN time defined.

Early Arrival Round Forward (mmm): Define the time limit on minutes to arrive early on this Schedule. If the
employee punches on this limit the transaction will round to the IN time defined.

Late Arrival Dock Forward (mm): Define the time limit to dock forward on minutes to arrive late on this Schedule
after the Round late arrival. If the employee punches on this limit the transaction will round to the IN plus late grace
and dock forward time defined.

Early Departure OUT-Punch Grace Forward (mm): Define the time limit of grace on minutes to departure early on
this Schedule. If the employee punches on this limit the transaction will round to the OUT time defined.

Late Departure Round Back (mmm): Define the time limit to back on minutes to departure early on this Schedule.
If the employee punches on this limit the transaction will round to the OUT time defined.

Early Departure Dock Back (mm): Define the time limit to dock back on minutes to departure early before the early
departure on this Schedule. If the employee punches on this limit the transaction will round to the OUT less early
departure and dock back time defined.

Shift INJOUT Punch Rounding (Outside of start/ Stop window)
When then employee punch out of the range for the IN and OUT programed transaction, the application apply a
general round in base these options for the IN and OUT Punch.

For the IN transactions:

The every time defines the cycle for the round, for example 1, 6, 10, 15, 30, 60 minutes

The Grace back defines when the time will round the initial cycle for example 0 to 7 minutes will round to O.
The Round back defines when the time will round the initial cycle for example 8 to 15 minutes will round to 15.
For the OUT transactions:

The every time defines the cycle for the round, for example 1, 6, 10, 15, 30, 60 minutes

The Round back defines when the time will round the initial cycle for example 0 to 7 minutes will round to 0.
The Grace back defines when the time will round the initial cycle for example 8 to 15 minutes will round to 15.
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Holiday and Exceptions

{i# Schedules [001 7:30 TO 5:00 \ 11:25 LUNCH]

BDOH X 4 4 b=

List Add Save Delete ' First Previous Next Last = Close

/| General Information Holiday Parameters for Paying Non-Worked Holidays
Deductions
Pay-Rate Multiplier if Holiday is Worked: | 0 IZ| 1.000
[T ] L Minimum Days of Employment to Qualify: 0
Fixed Shifts Required To Work Both The Schedule Day Before and After
Either The Day Before Or After, Or None: E © H
Holiday and Exceptions N
Number of Days Before Posting Holidays: 0~

Hours to Add for Each Worked Holiday: 09:00
Accrue Towards Overtime: v H

Atlevel: 0 [-] 1.000
Hours to Add for Each Non-Worked Holiday: |09:00

I Accrue Towards Overtime: ¥ n
Atlevel: 0 [v] 1.000

‘ < Prev Step ’ ‘ Next Step \) ’

Holiday Parameters for Paying Non-Worked Holidays

Pay-Rate Multiplier if Holiday is worked: Define the time level to apply if the employee punch on the day and
generate time worked.

Minimum Days of Employment to Qualify: Define the number of day that needs the employee active on the
company to apply the Holiday.

Required to Work Both The Schedule Day Before and After Ether the days Before or After, Or none:
Define if need to validate if the employee worked before, or before and after to apply the Holiday, on this case the
application will verify the days define, if the employee have an absent, the holiday will not add. If define No, always
will add the Holiday
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Number of Days before Posting Holidays: Define the number days needed to add holiday.

Hours to Add for each Worked Holiday: If the employee worked on the day, define the number of hours to add on the
day for Regular category.

Accrue Towards Overtime: Define if the time added applies for limits of day.

At Level: Define the time level to apply the time.

Hours to Add for Each Non-Worked Holiday: If the employee did not work on the day, define the number of hours
to add on the day for Regular category.

Accrue Towards Overtime: Define if the time added applies for limits of day.

At Level: Define the time level to apply the time.
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Holidays

The system must know which days of the year are holidays, to make the proper handling of these days. That
is why a catalog of holidays is needed. These holidays are applied to all employees. So, if all your employees do not
have the same holidays, then you cannot use this feature. You would need to assign the holiday transactions to the
employees in their holidays.

Each holiday dates include the year, so, you must add the holidays each year.

(3] Holidays b‘_‘ m L e e |
A==

i Save ' Close

Define the holidays the system will use to ically I holiday hours to Employees accordingly
with the parameters established for holidays in the assigned Pay Period.

Double click in the values to edit.

Date Description
i02/01/2012  New Years Holliday
06/04/2012 Good Friday
28/05/2012 Memorial Day
04/07/2012 Indemendance Day
03/09/2012 Labor Day
22/11/2012 Thanksgiving Day
23/11/2012 ATR Holiday
24/12/2012 ATR Holiday
25/12/2012 Christmas Day

double-click here to edit a holiday or right-click for other editing options...

-

% —

To add a holiday, just hover the mouse over the yellow arrow " and an
editing menu will appear to add, delete or edit a holiday. You may also right- | == Add a new holiday record

click on the holiday list to open this editing menu. It is recommended to add the
holiday of the whole year at the beginning of the year.
The Date and a Description of the holiday are needed.
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Devices

The Pendulum system uses data collection terminals of different types. Continuously, new devices are
integrated to the system. Currently, the following devices brands are integrated:
ADCT
DC 7000
HANDPUNCH all models
FACE AXS
TQ600 all models
PC Punch, that is a computer-based data collection system.

The system supports any combination of the supported devices. There is no limit on the number of devices.

There are basic settings that apply to all devices, and depending on the device type there will be different
configuration options.

Device Definition

In this section, the general information of the device is defined.

ID in Device: Each device must have a unique id. This ID is used in the communication with the device.
Description: A short description for the user to identify this terminal. It is recommended to use a description such as
the location of the device to make easy to identify them if required

£ Devices pocTDCTO0 1 ——— ==& Cclass of Device: Select the
HOH X d 4 P 9 = model of  the device.
ot URRE Govm e U s (vent (est | (ered | Eees Depending on the model of the
o : || device some other parameters
Device Definition Bebavior and addRioal foaturcs Gepcniing o the Cinss of Dovice: “ of may be required.
Parameters Settings Type of Device: This
|additional features ID in Device 5 [z]  Description: | MAm EnTRANCH parameter tells to the system
e B where to send the transactions
_ Time Difference betwean the ] m downloaded from this device,
Class of Device: | ADCT/DC7000 [z] pcand the Device 0 = either access or attendance, or
Connection if the terminal is Inactive it will
e rot  oomm ] not l_:)e _ included in
| Y ke oo B .|| communications.

Division: If the system uses
I| divisions, each terminal must
be assigned to a division. User
has access only to their
assigned divisions.

Time Difference between PC
and Device: When the device
is updated its time, the PC time

i
I 4 Prev Step ’ | Next Step 5 !
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is sent to the device, so, if the device is in a different time zone than the PC the time may be wrong in the
device.

Connection

Select the connection type with this device. Not all devices support all connection types, so select right the

connection type the devices uses.
Serial: For RS232, RS422 or RS8485 serial communication. When this option is selected the serial port and
the communication speed is required. Make sure to select the proper speed the device is configured to.
TCP/IP: For TCP communication. When this option is selected, the IP Address, Net mask and the IP port is
required. Make sure these values are the same values set in the device. Some devices allow setting this
parameter directly from the PC; some require these values to be set directly in the device.

Pend Drive Access: Some models can download transactions to PEN DIRVE, and you can get these
transactions by the application, when the model include the option it will show and you can select if will get
transactions and users by PEN DRIVE.

Is this Terminal ONLINE: If the module ‘Online Transaction’ is installed; then some terminals may communicate on
line with the PC. Setting this value enables the terminal to work on line. When a transaction is communicating on
line, transactions appear almost automatically in the system.

Connection using a FTP: This option allows the system to communicate with devices using a common FTP site.
This feature is intended to be used in implementation where the devices reside in remote offices but those offices do
not have a direct connection with the main office, but they do have access to internet. In those cases, an FTP Site is
setup as a temporary storage where the devices and the main application communicate to either send or receive
information. If you are interested in this option, you need a specific manual with instructions for setting this feature up

properly.

Parameters Settings

The parameters required in this section depend on the device type. Just identify the device model you are using to
set the correct parameters. The system allows setting Configurations Groups. Typically you will create configuration
groups and then set a configuration to each device. Most of the devices use the same configuration group. Each
configuration group is identified by a name. You may add as many configuration groups as you require in this
section. There is a default configuration for each device type. This configuration may also be changed as required.

in this document for more information.
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ADCT/DC7000 devices

Both device types use the same configuration parameters. Even though they are physically different. These devices
are highly configurable; almost any element can be configured. Most of the parameters are self-explained, so we will
focus only on those parameters that may affect the system performance or results. Others will just be mentioned.

r
&5 Devices [Configuration: 1 Main Entrance]

e EEd \ilitary Time format: To set the time

) Times of Operation
) Prefixes
) Access to Menus

Display and Printer

BOH X 4 4 b = either in AM/PM format or in 24 hours
List Add Save Delete  First Previous MNext Last Close
format. . .
|| evice pefinition e T Delete confiauration Us(;j(_aﬁDay tL;'ght Savmfg: Some regions Ltjse
Parameters Settings = Parameters a | eren |me Zone Or Summel’ Or WII’I er
| additionat eatures @ genere Parameiers B This device may adapt au'gomatically the
Log of Communications e oy bt oo S — o time depending on the defined dates for
Use USA Standard: v teckreader: +H starting and ending of the summer time
i v ::fgi = mm::: T B zone. The International standard
| st 02:’0 — 5 - establhs_hes to start the first Sunday of April
| Trmmre o0 12]] mins. and finishes the last Sunday of October. If
| ) Valid readers this is not your case, you must enter these
Magnetic stri ¥ B Bar Code ¥ s
! S !n oo dates each year.

Save Access Transactions: If set, access
transactions will be saved in the terminal
and recorded in the system when polled.

Save Failed Attempts: if for any reason
the device rejects a transaction, this failed
attempt will be saved.

Use Semaphore: Use the external light
signal enhancer for accepted or rejected

| Functions

I Additional Instructions

1 4  Prevstep l NextStep 3 r

transactions.
Enabled Readers: Select the readers that can be used to punch in the device
Timeouts for Operations: Enter the timeout to complete the indicated operation

Prefixes: The prefixes badges must have to be read by this device. All badges used in this device must have the
security prefix.

Menu Access through Keypad: Enable this feature and enter the passwords to enter to the supervisor and
configuration menu using the keypad. Normally, these menus are only accessed through configuration and
supervisor badges. To enter these menus with the keypad, you must first enter a key combination and then the
password for the required menu. Check the device manual for more information about this topic.
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HANDPUNCH Devices

There are several models of HandPunch readers. All of them use the same configuration values. These values are:

& Devices [Configuration: 5 MAIN ENTRANCE] —\ l=l=2sl| Model: The model of the
POH X 4 4 0P o B reader. Depending on the
List | Add Save Delete ' First Previous Next Last ' Cancel Close model some features may be

available for configuration. If

Device Definition Configuration: | Default HP = Delete confiquration you mix configuration model
Parameters Settings T — -/l with device model, then some
e — Moded - [modog 3000 G Pemors features vyould not _take effect
5 — Service: 1+ in the device operation. Try not
og of Communications Parameters n i i
e 25 to do that to avoid confusion.
Badge Length : 41 Management: 3= Parameters
Number of tries : 6 Enrollment: 4 = .
Reject threshold : 125 [ Security: 5= Badge Length HandPUnCh
Mt Time Format ) readers need to know the
ihtary hime rmat - T ” E
e . B length of the badge to be used
i ing : r I Use S Y H H
| Use day light saving 56 Semaphore | in order to accept or reject
Starts at: 02/04 [= g /mm e or numbers. This value is also
I et 10 & adfem ok 0 & se= used to pad the badge
numbers when punches are
T e yeersnamein downloaded from the device.
Message in display : EMPLOYEE ID Number Of TrIeS: The
maximum successive times an
Functions employee may attempt to
= Additional Instructions punch in the device. If this
Y " —— ~/| number is reached, the device

‘ M Prev Step H Next Step ;l is locked untii a new valid

punch is made in that device.

Reject Level: This is a value used for the device to know if a validation is positive or not. The value of 40 (most
restrictive) does not allow any variations between the enrolled template and the validation template. The value of 200
(less restrictive) may confuse two different templates. If the default value causes the terminal to give false positive or
false negative punches, then this number must be adjusted and the templates for employees being affected to be
enrolled again.

Use Daylight Saving: To use the automatic time adjustment in summer. Enter the starting and Ending date of the
summer time zone.

Show user name in device: When the employee punches, the employee name is displayed in the device screen.
This is a feature of the HP4000 only.

Message in Display: The prompt message the device will be displaying while in idle mode.

Password: Access password to any of the menu options in the device. A supervisor employee validates and then
may enter a password. Depending on the password, the menu will be shown.

Use external light box: To use the external light box signal enhancer.

Signal Duration: The time the external light will remain on.

Access Signal Time: The time the access signal will be on to allow the door to be open.
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HandPunch GT 400

This device is a Hand reader with new capacity for unlimited employees and 30,000 transactions, and can be define
the parameters for the correct operation

& Devices [Configuration: 1 GT TEST] S (=B i)
List Add Save Delete ' First Previcus Next Last Close
Devices [GT-400: 1 GT TEST]
DRy Confi i Default GT [~] Delete configuration
Parameters Settings | Parameters &
Additional features Badge Length Company Name
Log of Communications ‘4 :‘ ‘DDMPA'W NAME
Number of tnes Ready message
3 El: |**Enter ID**
Reject threshold Relay
125 E|3 ¥ Activate
Time Format Time for relay
hh:mm:ss AM/PM A 10 E'i
Date Format Mode transactions J
= Functions <
Day light saving Locale timezone
I Activate |GMT-4 : Atlantic Time, Caracas, Labradorj
Starts at 9/ 2/2014 -
Ends at 10/26/2014 2
Functions
= Additional Instructions
Additional Instructions B
l < Prev Step { \ Next Step > ’

Badge Length: Specifies the length of the ID numbers of employees who handle, this parameter indicates that when
information is downloaded to the terminal is filled with zeros to obtain the specified length.
Number of tries: The number of attempts to Terminal level to validate an employee ID, should exceed the number
indicated Terminal that ID will block until it registers a valid ID.
Reject threshold: The level of validation of the terminal, which determines the sensitivity of the Terminal to validate
one hand, this value ranges from 40 to 200, 40 being the most restrictive
Time Format: allows you to define the format in which the time is displayed on the terminal.
Date Format: allows you to set the date format that will appear in the terminal.
Daylight Saving: If the Terminal performs automatic DST adjustment.
Start: the start date of DST.
Ends: The date on which summer time ends.
Company Name: The name of the CIA. That appears on the terminal screen.
Ready Message: The message displayed on the screen of the terminal.
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Relay: Specifies whether the relay is activated for this should enable the checkbox.

Time of relay: the time in minutes that will last for opening access.

Mode Transactions: the mode how will operate the device, if you select Swipe & Go, the device only will request
the hand verification, if select the option Function the device will request the hand verification and the type of
transaction to generate, it can be IN, OUT, Out Lunch, In Lunch, Out Break, In break and change department.
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Face Axs

This device includes the option to verify by facial recognition.

FG Devices [Configuration: 4 FACE AXS] - A= —|ulEl &1
B OH X 44 4 P &
: List Add Save Delete = First Previous Mext Last

Devices [FACE AXS: | i

Device Definition Configuration:  Default FA =] Delete configuration
Parameters Settings I Parameters
Additional features
Use day light saving : N Time between transactions : 14| mins.

Log of Communications o e

Starts at: 04/01 = mm/dd

Ends at: 10/31 = mm/dd

Time of change : 25| hh

# Functions

i-I Additional Instructions

Additional instructions :

‘ < Prev Step’ ‘ Next Step } ’

The configuration for device is:

Use Daylight Saving: Set whether the device will automatically change the DST.
Starts: You must enter the day and month in which DST starts

Ends: You must enter the day and month in which DST ends.

Time for change: You must enter the time the change is made.

Transaction Time: The time that passes from one to another transaction.
Volume: The volume of the terminal.
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TQ 600

This device has some options to verify, it includes Proximity card, Biometric, Magnetic Stripe, Barcode and facial
options,
When you select this model you can set these parameters:

EOHX 4 4 bW E

i List Add Save Delete = First Previous Next Last = Close

Devices [TQ600: 2 TQG600 PROX]

Device Definition Configuration: Default TQ Delete configuration
Parameters Settings =« Parameters
Additional features Model : TQ600B Fingerprint
Lop of G = e Use day light saving : N Source for transfer of workcodes:
Use USA Standard : ¥ n None |Z|
Startsat: | _ [ = mm/dd
Endsat: __[__ % mm/dd Use Workcodes by : E E
Change time: " __: 5|+ | hh:mm Display worked hours: ¥
Military Time Format : N Time Zone: None [=]
Language : English E| Date Format: month/day/year |Z|
Message in display : ‘Welcome Display info options : N
Use voice : N

Functions

Additional Instructions

‘ ( Prev Step ’ ‘ Next Step } ’

The configuration for device is:

Model: Define the mode in use.

Use Daylight Saving: Use Day Light Saving: Some regions use a different time zone for summer or winter. This
device may adapt automatically the time depending on the defined dates for starting and ending of the summer time
zone. The International standard establishes to start the first Sunday of April and finishes the last Sunday of October.
If this is not your case, you must enter these dates each year.

Starts at: You must enter the day and month in which DST starts

Ends at: You must enter the day and month in which DST ends.
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Change time: You must enter the time the change is made.

Military time Format: The format of time that to show on device

Language: Can select the language of operation of device.

Message to display: Define the message to display on main screen’s device.

Use voice: Define if device will play voices message to users.

Source for transfer of work codes: Define the Classification level for transfer on device, the classification
level needs be active.

Use Work codes by: define how Work codes will be assigned, (E) by employee, (D) to device.

Display worked hours: Define if device will show the worked hours in the current period.

Time Zone: Define the UTC time zone where device is located, it is necessary to show the current time.
Date format: Define the format to show the date on main screen’s device.

Display info options: Define if the device will show the information options of device.
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Communication Log

Pendulum saves a log of all communication sessions with the devices. Saving the operations made, the information
generated and the results of that session. This log is saved in a per-session basis. Each device has its log and may
be reviewed to know if everything in the device is working fine. Each communication session stores the following
information:

Session: Each session is stored with the date and time it was made. Select the session here and the information
related to this session will be shown. The last communication session is shown by default.

15 Devices [Log of Communications: MAIN ENTRANCE] e—— oo S|
R Parameters provided for the
- <« b i (=) K . . .
i L 8 X « « Vw LIRS communication session: This
List Add Save Delete ' First Previous Next Last ' Cancel ' Close . d h th .
section records how the session
Device Definition Select the session you want to see. The sessions are sorted by date and time starting with the most recent. was Inltlated * The user and PC
N requesting the communication
Parameters Settings . .
= Session to consult: [~ | session and the operations
e : provided at the sessi - |l requested in this session.
Log of Communications {l)Aduin Administrator [SWNCDTOOL] . ReSUItS Of the SeSSion: ThIS

Actions: Download transactions in Device, Get transactions of Device

-2 section records the result values of
each operation. This is like an audit

7] b

it ' of what actually was made and how
BEGIN sEz2ION i it was completed, from beginning to

: Tt end of the session. .
Salacting Davice 1 Transactions Downloaded in this
it section: This section stores valid
Doﬁi:E:xi::;i:t:dtransac\:ions, were obtained 1 transactions tl’ansactlons downloaded from the
l T erasiny Transactions device. These transactions were

ENI» SESCSION

processed by the system either for
time and attendance or access
control.

‘ &  Prevstep H NextStep B ’

e — ——

Other information Generated: Store all other transaction information that was generated in the device, but is not
being used in time and attendance or access control. Each device type may generate additional transactions not
used in the system.

Last programming of the device: Stores the last configuration values sent to the device. This is not necessarily
made in this session, but was made in the last programming session that was successfully completed.
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Utilities

The Pendulum system includes several utility tools that will help you accomplish tasks that may not be an essential
part of the software operation, but eventually are required in order to make the daily work easy and safe.

Database Backup and Restore

A tool to back up the database and restore any backup when needed is available. This generates a backup file of the
whole database then may be used either to share the information with the technical support department or to keep
your database safe in case of a catastrophic event. The systems already have a backup file of a blank database you
may use any time you need to start over.
For multiuser environments, the backup of the database must be done directly in the computer
% hosting the database. This tool will not work on a workstation if the windows user does not have full control
4 of the network folder that stores the backups, which is located in the folder where the system was installed
@ in the server pc. The backup folder is a subfolder of the pendulum installation folder of the PC that hosts the
database, named BACKUPS

When backing up the database, the name of the file will be required. The systems defaults this name to the date and
time when the backup is made. Given the backup file name the backup is processed. Some times when the
database has increased its size, the backup may take more time than the SQL operation is expected to wait. In this
case, you need to increase this timeout in the advanced panel of the System Configuration screen.

When restoring a database, a list of all previous backups will be shown. You just select the file you want to restore
and the restore process starts.

[ B
f_; Backup the database [&J

This process creates a backup of the database. It may be run in
i ! the PC where the database is hosted ONLY.
It is important to notify other users to save their information before

proceeding with backup.

Select or Enter the path and name of the Backup file:
INT\Pendulum.NET Standard\BackUps\PendulumDemo12012 11 2 11 4 29.bakHs

[7] Click here to send a copy of the Pendulum database backup to the support FTP server.

|‘L':! Backup Manager [ ‘ Start '.".."|
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TASKS

This menu groups most of the tasks that must be done to maintain your information up to date. This menu also gives
access to the export utilities installed on the system.

Not Processed Transaction

This task shows a screen that contains all transactions that have not been processed for any reason, either because
they are invalid or because they are just downloaded from the devices. Immediately after the transactions are
downloaded from the devices, they are sent to the not processed transaction table and then they are processed. The
processing of the transactions may find some of them invalid and placed in the invalid transaction table. You may
see all these transactions and make corrections if necessary to invalid transaction to have them available for future
processing. The pending transaction list, does not allow editing the transactions, but you may delete transactions
from the list that you know do not need to be processed.

It is important that you maintain this list the smallest possible in order to speed up the transaction

5 processing operation. Each list features an option to delete the transactions.

The not processed transaction screen shows four sections:

[ e ___IEE==
Invalid: These are the transactions | = =
that were found invalid when they [ s= o=
were processed. There are several M The falwin rsnsactions hve b ound e i r3nsction processin. o ptons 1 et these o
- nvali transactions, select the transaction(s) and right click on it...
reasons why a transaction may be | (5 zndirsl
- . . uccessive an osite . i - N -~
|nval|d . YOU may see the transactlon — PP = Invalid Transactrons for: B?t:]ge Numbe‘r.dos not exist
Duplicats
grouped by the reason they are ° : Time  Device Function  Promptl Prompt2
N . . Pending 15841 05255 20120120 081742 2 0 00103
invalid. Each allows some possible 15842 05255 aot20120 o125 2 1 oooles 000002 |
1 1 15843 05255 20120120 082153 2 1 000004 000005 3
CorreCtlon Optlons and helps you . to 15844 05255 20120120 082211 2 (1] 00103 I
make the required corrections easily. 15845 os2ss a012020 o3z 2 o oows
H H H 15846 05255 20120120 082348 2 1 000002
Just rlg_ht click on any transaction and i o ot oo+ s y
the available correction options 15838 05255 w00 sz 2 6
15849 05255 20120120 082449 2 o 00103
15852 05255 20120120 082641 2 1 000010 000002 l
Mark as Corrected the selected transactions plSHET GS2Ex) SIS LEms  d i ISR INRNESS
. 15854 05255 20120120 083708 2 o 00103
Delete Selected Transactions p— — T — —— G
Other Correction Options 3 | | Edit Badge Mumber :;);Z : i zz:z:z 000003
Add an Employee with this Badge number pos20s 2 ! gonoos gosoos
PE5258 2 1 000004 000004
Assign this Badge Number to an Existing Employee pasaar 2 o 00103
PB5436 2 1 000002 000001
15865 05255 20120120 090840 2 o 00103
95 &  PrevStep Next Step 3 l




~HICROPRINT

Duplicated, Successive and Opposite: These are transactions that were eliminated because they were considered
either duplicates or successive and opposite transactions accordingly with the parameters set in the system

configuration. These transactions do not actually require any correction.

[\, Nt Processed Transactions [Successive and Oppositc] IRNE . 0w i el |
BB

| Sawe  Close

The follewing b pp or
correct these transactions select the transaction and right-click on it..

ssing. For options to| |

Invalid Transactions for: Sucessve Tiansachon

Successive and Opposite |

| Transactions processed on : 0672372009

Duplicated ”
= Transactions processed on : 06/19/2009

Pending _— Dat Time |
1143 20080619 05564 1 ?
7 20080619 O0B01:1 1 ?
1286 20080619 00303 1 ?
0348 20080619 15122 1 ?
1349 20080619 15233 1 ?

Transactions processed on : D6/18/2009
Tranzactions processed on - D6/16/2003
Transactions processed on : D6/15/2009
Transactions processed on : 06/1272009
Transactions processed on : D6/11/2003
Tranzactions processed on - D6/10/2009
Tranzactions processed on : DEAIR/2009
Transactions processed on : D6/06/2003
Transactions processed on : DB/6/2009

O H R

NextStep

But if you find that some transactions must
not be eliminated, then you need to make
the adjustments in the  system
configuration and then mark those
transactions as corrected. The next time
the system processes transactions,
corrected transactions will be included in
the processing.

, :
e e

Pending Transactions: This is a list of recently | & =

downloaded transactions. Typically, after | oo o=
transactions are downloaded or imported from a | s g oG SO prem
file, they are processed and this list will be empty ||suesivean oepcsita
mOSt Of the tlmes JUSt In case an error Occurred et Credencial Time Temiinsl | Function  Source | Supervisor
either in processing or when importing transactions, | =i SOG 1457 ] E
. . . . . 1084 20030604 1457 1 ? 3
this list will contain all transactions that were not 102 e 1438 T » 3
1021 20030604 1457 1 7 2
processed g 20030604 1457 1 ? 3
1 1 1 0531 20030604 1457 1 o 3
_ _ Sometlr_nes, the system cannot |_dent_|fy el 2000 1eer 1 i :
invalid transactions but they are actually invalid, 0381 003006 1745 ? 2
. . . 0351 20030605 17.47. 1 7 2
and those transactions will not be processed either, 0381 20090605 1747 1 ? 3
they will be in this list. This list offers the option of o L i :
0278 20030605 1231 1 ? 3

delete pending transaction but does not allow
editing these transactions.

&  Prey Step Next Step 3
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Reprocess Transactions

Sometimes the Schedule or Workcodes rules or any other configuration setting changes and the transactions need
to be reprocessed to reflect those changes. This menu offers several options for reprocessing transactions. The
Reprocess transaction menu offers these options:

Select with a Filter of Employees

This option reprocesses the ; — =
transactions  belonging to — -

employees Included |n a g|Ven Provide the values for the date range to run the process or report: I
filter. Typically, you will create ] - | v |

an employee filter based in Pay Period Number: 0
the fllter screen and pl'OVide a Provide the values for the Employee filter to include in the process or report:

date range or pay period to i
. Element Value for the Filter

reprocess. Transactions ||\ emmioves ZAlis =

currently processed and new ||z ZRiis B

transactions, either recently Department: <All> B

added or corrected invalid
transactions will be included
in the processing.

This process also
creates pay periods
included in the date

range even if there is no
transaction for the employees
to be processed. That is why you must take this into account when creating a filter in order to not generate empty
pay periods.

. [coca J[_pros ||

Review the section ‘Creating an Employee Filter’ later in this document for more information about how to
create an employee filter.

Pending Transactions

This option processes all pending transactions, including recently added transactions and corrected transactions in
invalid transactions. Actually an instruction to process pending transactions is issued and the system starts
processing the transactions. This is done in a background process, so you may perform other activities while
transactions are being processed.
The system will not allow the panel to be closed while processing transaction. So DO NOT TRY TO LEAVE
the system because if the system is forced to shut down, then transactions may be lost.

97



~ICROPRINT

From raw data in communication log
Sometimes reprocessing the punches downloaded directly from the communication log is required to apply rules that
only can be used when the transactions are processed the very first time. Some other times, errors may occur and
the attendance information may be rebuilt from scratch. Then you will need to reprocess the transactions from the
communication log.

This process, reviews all sessions in the communication logs and extracts the transaction belonging to
employees and dates included in the given filter and creates bulk file with all those transactions. That file is then
imported to the system and reprocessed.

Review the section ‘Creating an Employee Filter’ later in this document for more information about how to
create an employee filter.

Import Transactions File

This option imports into the system a transaction file. This is used when transactions are downloaded separately in
files and they need to be integrated to the system.

The file to be imported must be in one of the supported formats for transaction import.

If you have a format that is not supported by this process, you still may import that file creating an import process in
the data Import utility.
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Communicating with Devices

The pendulum system uses a separate application; the Device Station, to communicate with devices. This
application is run once when a communication session is started and it remains running until either the PC is shut
down or when the application is terminated. In multiuser environments, it is recommended that only the PC that has
access to the devices be used to communicate with them, especially if there are devices connected through serial
ports, and the device station remains running in that PC.

When a communication session is requested, the application looks for the device station application in any
computer of the network; if it's not running anywhere, then the PC starts the device station application and proceeds
with the communication session. The device station remains running.

Use this window to establish communications with Devices and take various actions. \@ When. Starting a Communication session there
: | you will see the following screen:
Check the box of each Device with which you want to establish Check the actions to take in communications At the Ieft Side I|St the deViceS W|” be I|Sted W|th
e [ a check box to select those devices you will
| communicate with
|

B Delete transactions of Device

At the right side list the operations that may be

[] Program Device run with their respective check box.
SeEmelnlievc Select the devices and operations and start the
[ Backup hiometry communication session.

[ Iialtze biometry Obviously, not all devices support all operations,

anyhow, the communication session is started
and the device station knows which operations
are supported on each device. See the Devices
| section for more information about
communication log.

B Restore biometry
B Update biometry

Right click on any of the lists to Select all or Unselect all rows

Click here to define a filter of Employees Begin

w

Click hereto open the window for definitions of Devices Communications

When the communication session is completed, a message will be shown in the message panel with the results of
the session and a link to review the communication log.

Some other operation may follow to a communication session, such as processing transactions when polling the
devices.
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REPORTS

The Pendulum system has a variety of base reports. Each report can be configured with certain options to obtain the
information in different formats. All reports have an employee filter screen and an options screen, where you may
configure the report as you want. Also each report may be viewed on screen, printed or exported to a file in one of
the built in document formats. Each set of options may also be saved and later retrieved to create a specific report.

Employee Filter Screen

All reports as well as some system processes use an employee filter screen that is intended to create a filter for the
employees to include in the process or report. This screen shows a field to enter an employee range, all
classifications defined in the system, and the group and division. All of them use the same format to create a range
to evaluate the filter.

This is the employee filter screen:

r{'ﬁmeCardReport - f _— - - E@%
Erplayes lter | | Report Opons | | Save Repor First thing to select is the date range to run
Provide the values for the date “‘S'Lt';’:"‘:t;"""t _ the report, this may be one of the following
set ] = option: P — for pay period, where a value of

Pay Period Number: ols .
_ o zero means the current pay period, a value
Provide the values for the Employee filter to include in the process or report: . R .
_ of 1 is previous pay period, and so on. E -
Element Value for the Filter ‘Grouping Page Break .
Employee <Al & Il For a special date range, where a date
Company <Al B O ] range must be entered. Y — For including
Group <All> e B |
et — 5 = only the date of yesterday.
Level2: <All> gl B |
Levels: <All> EE 5] The filter of employees shows a list of the
— - e i elements that can be used in the filter. You
., must enter either a single value for the
i rr— element or a range. The range of values
File Type: [ options | | view Report | may be a list of elements, such as:
Elementl, Element2, Element3; or a range

of two elements such as Elementl — ElementX. Only one form is allowed. But more than one filter element may
contain values, so you may filter Division 0004 and Department 5532. Only employees containing those two values
will be included in the filter.
Each element may contain also two columns; one for grouping the report and one for cutting the page.

Up to 6 groups may be selected for the report. The order for the selected grouping elements is selected in
the in the report options panel.

Each group may have totals by group. Cutting allows changing the page every time a new group is found,
so, all records of the same group are kept together.
In the filter can also contain the Active or Inactive employees.
Include employees Active, Inactive or Both can use to define the employees on the Status selected.
If you define the values for email server, you can send the report by email to a specific mail or a manager of group.
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Saving and Retrieving Custom Reports Configurations

Some reports configuration options can be saved to be run in the future. Once the report has been run the saving
report option is enabled. Provide a name for the report that will identify it and it will be saved. These reports are
saved in the user folder, so only the user that made the report can use it.

Save the filter data and options of this report to the user’s personalized reports with the name of: These reports are Cal Ied custom reports an d yO u
Ststems Department Report | may run it later in the Custom Report menu.

Provide a brief description related to the options selected for this report

Report with people of Systems Department

The system offers a Custom Reports
Maintenance when you may run the report or delete them
if it is no longer in use.

Before saving this report configuration, the report must be processed to ensure the configuration is
correct

view Options \,:I I View Filter YI I =
2 Custom Reports Maintenance for this user le
==1| These are the custom reports generated for the user.
m Select a report and use the command buttons of the desired action.
The custom report maintenance screen shows a list containing [ 5ysterns Department Repart [ open 3
all the report the current user has created.
'elete 54
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Employee Report

This generates a report including the information of the employees. The options panel for this report will modify the

content of the report as follows:

Selecct the options to process the Employess Report.

Order Report by: H E H
Options for Schedule agsignmentss b i
Include Employee Classific abors: ﬂ "
Include Employee Custom Fields: ﬂ H
Select the Custom Fields to inlcude in report
Include Custom Field Mame
= Syztem -
Fotografia
¥ e-mail
Personal Information
= Address
¥ Address
Suburb
v City
v State -
[ Wiew Filker ] [ “ienw Report ]

Order Report By: The employees may be ordered by Number, Badge or Name.

Options for Schedule Assignment: You may include the employee assignment of the day, not include them or
show only employees not assigned to a schedule today.
Include Employee Classifications: Current employee classification assignments may be included in the report.
Include Custom Fields: if selected, you may select the custom fields to include in the report.

This is a sample report with schedule assignments, classifications and some custom fields.

SOUTHWEST NUT CO

Employees Report
Number Badge Employee Name Group
1131 1131 Gardea Raul ol

Today hssignments:
Shife:l

Department: 04-Warehouse

TELEPHONE :

Schedule: 5-Warehouse Day

Scheduled Day

B = = et
: rgardealsnut, con

1 3515 Eenp
i dJocorro
i Texas

Tue 06/30/2009
114123

Page 1
Hire Date Status

1170772007 Active

Total of Employees:
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Employee Badge Assignment Report

This report shows a list of the badges assigned to the employees. Sometimes you would like to know if an invalid
transaction has a badge number that the system does not know or it is invalid. This report may help you as a tool for
knowing if really the badge is in the system or not.

These are the options to generate this report. Just select the ordering of the report; Number, Name or badge and
select what kind of badges to include.

Select the options to process the Transactions Report...

Order Employees by Number, Name or Badge Wi c

Include only Badges with status Active, Inactive or Both & I E

View Filter TI l View Report i

This is a sample of the badge assignment report. It is showing if each badge is valid or invalid and the date when the
badge was assigned to the employee.

SOUTHWEST NUTCO Date 30/06/2009
Badge Assignments Report Page
Number Name Badge Primary Valid Assignment
0001 Lindguist Donald oo Yes Yes 0B/A05/2009
0012 Castaneda Maria 0012 fes Yes  0BMS2009
0022 Garza Lorenzo 0022 Yes Yes 0BM5/2009
0060 Segoviano Luis 00s0  Yes Yes 0OBM5/2009
0064 Trevizo Maria Carmen 0054 Yes Yes 0BM0/2009
0063 Yillalobos Rosalia 00B9  Yes Yes 0BM5/2009
0082 Castafieda Raul 0os2 fes Yes  0BMS2009
0095 Fraire Micolas 00sE  Yes Yes 0BM5/2009
0106 Herandez Julia 0106 fes Yes  0BMS2009
0140 Chavez Armando 0140 Yes Yes 0OBMS52009
0278 Castaneda Eduardo 0278 Yes Yes 0BM5/2009
0332 Portillo Anel 0332  Yes Yes 0OBMS2009
0345 Aranda Lina 0345  Yes Yes 0BMD4/2009
0351 Walker Robert 0351 Yfes Yes 0OBM5/2009
0388 Trejo Emma 0388  Yes Yes 0OBM52009
0465 Reyes Martina 0465 Yes Yes 0B/AD5/2002
0483 Castafieda Patricia 0433 fes Yes  0BMS2009
04839 Sarinana Rita 0489 Yes Yes 0BMD4/2009
0533 Chawvez Cristina 0533 Yes Yes 0BM5/2009
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Time Card Report

The time card report seems to be the most important output of the Pendulum Time and Attendance System. It shows
basically all the punches the employee made in each day in the pay period and the worked time, the exceptions and
the incidences of the pay period. In addition the options to generate this report also add some other information to
the report.

Typically the timecard report is run on a pay period basis. If the date range you select includes more than one pay
period, the time card will be generated by pay period, so, you may have more than one time card for the whole date
range selected.

These are the options to generate the time card.
Order Report by Number or Name: Select the order you

) Time Card Report ) TEa— = desire the report to be printed.
Employes Filter | | Report Options | | Save Report Hide Daily Details: If selected, only worked totals for the pay
e e e e period will be shown. All transactions of the day will be hidden.
Order Report by Number or Name: H w
Hide daily details: + ﬂ
Include Transaction Exceptions: + ﬂ
Include Transfers of Job Costing Levels: v [ Include Transaction_ Exception_s: Each transaction may
print Real or Rounded Punch Hours: M o generate an exception accordingly with the exception
. ) programmed in the shift. This option displays the exception
nclude Attendance Summary: v ﬂ . N .
e ———— code generated for each transaction. The exception code is
d oot | “ *BE  shown next to the transaction and a line showing the code and
Include summary Job Costing Levels: v ] gegcription of all exception in the time card will be shown at the
Include Legends and Signature Line: v ﬂ bottom of the report
Print one Employee per Page: + ﬂ
Print Company header on each Employee: v ]  Print Rounded or Real Punch Hours: Each transaction is
Include Employee Classifications » [j ~ rounded to a time according to the rounding settings of the shift.
Include Company Legal Records: v [ Real punches are the time the transaction was actually made.
Print totals in decimal format ﬂ o
Exclude zero-hours Employee: v [ Include Attendancg Summary: The report will include at the
One Line per Day - H end of the pay period a summary of the attendance of the
Format: + .
nclude motes of Cat A rraneaction: employee, showing the number of worked days, un-
I nelude notes of Category and ranssction: « B gtendances, not scheduled worked days, justified un-
. | ViewFilter T View Report ¥ attendances and the scheduled days of the pay period.

Include legends and signature line. Includes the text entered in the advanced panel of the system configuration
and signature lines for the supervisor and the user. Typically time cards used for user acknowledgments have this
option for the employee to sign the time card.

Print One Employee per Page. If setto N for No; the time card information will be printed continuously. This kind of
report may be used for reviewing the information while saving printing space.

Print Company Headers on each Employee: When not printing one employee on each page, there is the option of
printing the company header on each employee, no matter they are printed continuously.

Include Employee Classifications. To include current assigned classifications of the employee at the header of
the time card.

104



~HICROPRINT

Include Company Legal Records. The legal records added in the company setup configuration are printed in the
header of the time card

Print totals in decimal format: Define if the total hours are show on decimal

Exclude zero hours Employee: Define if did not show the employees with zero hours calculate.

On line per Day format: Define to show the time card on line format.

Include notes of category and Transactions: Define if show the note added to transaction.

The following is a sample of a time card report with some options enabled.

In the structure of the report you may notice the employee and company header information, the punches made
each day of the pay period, the total worked time each day, the total time levels each day. At the bottom the total
worked time and the total worked time by time level as well as the attendance summary.
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Employee Filter Report Options Save Report
DI IE1E T et
Acroprint Time Recorder Co. 101472015
Time Card
Humber: 00014082
Employee: Washington George
Group: €240
Department: &240-5YSTEMS\OEM -
Lewel2: -
Lewel3: -
Lewveld:
Date Range: Sunday 07/15/201%5 - Saturday 08/01/201%
Date IN O0T to IN from ooT Time Level Details
Linch Lunch EEG aT1 aTz OT3 EBRE LNCH
Sun 07/1%8/2015 Wot Scheduled
l Mon 07/20/2015 Vacaticon 0g.00
Tue 07/21/2015 03:00a a5:00p ag8.00 01.00
Wed 0772272015 03:00a a5:00p 05.00 01.00
Thu 07/23/2015 08:00a 05:00p 0g8.00 01.00
Fri 07/24/2015 03:00a 05:00p 08.00 01.00
Sat 07/25/2015 Not Scheduled
0tl Peried End: 40.00 00.00 00.00 00.00 04.00
Sun 07/26/2015 Mot Scheduled
Men 07/27/2015 08:00a 05:00p 08.00 01.00
1 Tue 07/23/2015% 03:00a 05:00p 0g8.00 01.00
\ Wed 07/29/2015 03:00a a5:00p 0g8.00 01.00
| Thu 07/30/2015 08:00a a5:00p ag8.00 01.00
Fri 07/31/2015 08:00a 05:00p 08.00 01.00
Jat 08/01/2015 Wot Scheduled
0Otl Pericd End: 40.00 00. 00 00.00 00.00 05.00
Tctal by Employee: 80.00 0000 00200 00:00 09.00
Category Hours Summary: Total REG oT1 aTz2 aT3
BREG: 72.00 72.00
Unpaid ILNCH: 09.00
VAC: 08.00 08.00
Employee Summary
Worked: 9 Owverriden: 1
Kot Sched: 4 Total Attend.: 10
Scheduled: 10 Unsch Worked: a
To Pay: 10 Abszent: a

Supervisor Signature

Employee Signature

»

m
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Hours Report

With the reports based on Hours you can report the total hours in base a define report selected:
Hours report

Shift report

Category Summary

Group Hourly Summary

Department Summary

Division Summary

On these reports you can select the options:

Select the options to process the Category Report.
Order Employees by Number or Name H =
Print hours in decimal format N

Exclude zero-hours Employee + n

View Filter T[ ] View Report t[

Order Employees by number or name: Define the order to sort the report.
Print hours in decimal format: Define if it will show the hours on format Decimal, by default report on HH:mm
Exclude zero-hours Employee: Define if it will not show the employees with total hours in zero
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|2 Hours Report [ o= ﬂ_ﬁj
Employee Filter Report Options Save Report
X
Acroprint Time Recorder Co. Date10/14/2015
Hours Repor‘t Time 10:57:10AM
Page |

Date Range: 07/19/2015 to 08/01/2015 -

Emplovee Name REG ot 012 OT3 Total

0001408 Washinaton, George 80.00 0.00 0.00 0.00 80.00

0001409 Adams. John 30.00 2.50 0.00 0.00 8250

0001410 Jefferson. Thomas 30.00 0.00 0.00 0.00 80.00 =

0001411 Madison.James 30.00 2.50 0.00 000 8250

0001442 Maonroe, James 30.00 2.50 0.00 000 8250

0001413 Adams. Quincy 30.00 2.50 0.00 000 8250

0001414 Jackson, Andrew 30.00 2.50 0.00 000 8250

0001415 Buren. Martin 7193 000 0.00 000 7193

0001416 Harrison. William 30.00 248 0.00 000 8248

0001417 Tyler. John 50.25 0.00 0.00 000 5025

0001418 Polk. James 30.00 2.50 0.00 000 8250

0001419 Tavlor. Zacharv 77.93  0.00 0.00 000 77.93

0001420 Fillmore. Millard 30.00 0.00 0.00 0.00 80.00

0001421 Lincaln. Abraham 76.36 0.00 0.00 000 7636

0001422 Grant. Ulvsses 0.00 0.00 0.00 0.00 0.00

0009000 Harrison, Benjamin 90.00 0.00 0.00 0.00 90.00

Report Totals 116647 1748 0.00 0.00 118395

Total of Emplovees 16

4| Il 3

Current Page No.: 1 Total Page No.: 1 Zoom Factor: 100%
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Missing Punches Report

The Missing Punches Reports helps to identify the employees with missed transactions on the period.

You can select these options:

S

r — = . 3
%% Missing Punches Report - o o e

Employee Filter Report Options Save Report

Select the options to process the Missing Punch Report.

Order Employees by Number or Name ﬂ =

Include Scheduled days with NO PUNCHES: ¥ n

[View Filter ¥ | view Report &

Current Page MNo.: Total Page MNo.: Zoom Factor: 100%

|\ =

Order Employees by number or name: Define the order to sort the report.

Include Scheduled days with no Punches: Define if it will include days defined who scheduled and it did not have

any transactions.

SOUTHWEST NUT CO
Missing Punches Report

Page 1
18/09/2015
05:06:55p.m.

Date Range: 08/18/2015 to 08/18/2015

Probable Corresponding Punch

Employee Mame Date Time Badge Missing Punch
001416 E"\AMS RACHEL 03,18,/2015 0300 00325 INZERT OT PUNCH
GlobalTotak 1 Exceptions

Total Of Employee Processed:
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Who is in report

With this report can verify the current employee on the company, or define the employees that punch in before a
Reference day. Also, can use the report by Shift on the menu options

Select the options to process the Who is In Report..

order Employees by Number or Name: u W

Reference Time:

View Report

Order Employees by number or name: Define the order to sort the report.
Reference Time: Define a hour time on the day to report the employees who punches before this time.

Acroprint Time Recorder Co. 337510-’14-’2015
Who ls In Report ( 07/21/2015) Reference Time:12:00 by
Number Name Punches IN Department Last Transacticon Funchion Last
Date Time

nnnN14na Washinoton Georce Tuoe OT/F1/Z01E QR-O0 TF21/2015 05:000 OT

0001408 Adams John Tue 07/21/2015 08:00 T7/21/2015 05:15p OT

0001410 Jefferson Thomas Tue 07/21/2015 08:00 7/21/2018 05:00p OT

0001411 Madison James Tue 0772172015 08:00 T/21/2015 05:15p OT

0001412 Monroe James Tue 0772172015 08:00 T/21/2015 05:15p OT

nnn1413 Adams Quincy Tuoe OT/F1/Z01E QR-O0 T/21/2015 05:15p OT

nnn1414 Jackson Endrew Tuoe OT/FVZ0NE OT-00 T/21/2015 03:45p OT

nnnN141 8 Buren Martin Tuoe OT/FVZ0NE OT-00 T/21/2015 03:30p OT

nnnN141 & Harrison William Tnoe OT/21/2015 NR-00 T7/21/2015 05:150 OT

0001417 Tvler Jchn Tue 07/21/2015 08:00 T7/21/2015 01:02p OT

o00l41e Polk James Tue 0772172015 08:00 T/21/2015 05:15p OT

0001413 Tavlor Zachary Tue 07/21/2015 08:00 T/21/2015 05:00p OT

0001420 Fillmore Millard Tue 07/21/2015 08:00 T/21/2015 05:02p OT

nnn14z1 Lincoln ZIbraham Tuoe OT/F1/Z01E 09-00 T/21/2015 05:00p OT

nnnsnnn Harrison Bendjamin Tuoe OT/F1/Z01E QR-O0 T/21/2015 05:00p OT

Attendance Employees
Report Totals 15 15
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Daily Hours Report

Daily Hours Report show the time worked by week of the employees
This report include the hours by time level

Select the options to process the Daily Hours report..

Order Employees by Number or Name H N

Separate regular time from over time: -

| ViewFilter | | View Report ¢

Order Employees by number or name: Define the order to sort the report.
Separate regular time from over time: Define if it will report the hours on regular and over time.

SOUTHWESTNUTCO Date 18/09/2015
. Time 05:58p.m.
Daily Hours Report Page 1
Employee MName Sun Mon Tue Wed Thu Fri Sat REG oT oT2 oT3 Total
0001374 ANDERSON STEPHANE
Worked  0.00 00 800 800 800 800 000
Worked  0.00 00 800 800 800 800 000 30.00 0.00 0.00 0.00 40.00
0001387 PARKER STEVE
Worked  0.00 00 800 800 800 775 000
Worked  0.00 00 800 800 800 800 000 78.75 0.00 0.00 0.00 40.00
0001390 SMITH DAVID
Worked  0.00 10 7580 875 000 T# 0.00
Worked  0.00 805 934 840 373 78T 000 88.75 0.00 0.00 0.00 37.48
0001396 GRIF EMICY
Worked  0.00 00 800 800 800 800 000
Worked  0.00 00 800 800 800 810 000 3010 0.00 0.00 0.00 40.10
0001397 ROBERTSTIM
Worked  0.00 775 800 800 800 808 000
Worked  0.00 §14 800 800 800 800 00O 78.95 0.00 0.00 0.00 40.14
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Attendance Report

This reports shows information related to the attendance of the employees. It is intended to review the employee
attendance record and generate the information accordingly with the options. You may basically generate this report
for two most used cases: Generate a list of the days the employees worked and generate a list of the employees that
are currently working, something like “Who is IN today?”. Additional Options allow adding some other information
items to the report as described here:

Order by Employee Name or Number. Select the order of the employees included in the report.

Select the options to process the Attendance Report.. ShOW Emp|0y_ee
Details. If not showing

employee details, only
totals by group and by
report will be printed

Show Daily Attendance
Details: You may select

to show the detail of each
Select the Categories to accumulate the hours |Z| day or jUSt the totals by

| View Report (|| employee.

Order Employees by Number or Name N
Show Employee Details N
show Daily Attendance Details b
Indude only transactions made before: | :
Show in the report the First, All or Last transaction: A |ZE
Include Employees that Punched OUT N

Include only Transaction Made before: This is a reference time to filter only punches made before this time to be
analyzed by the report. If this time is set to 9:00 am, then punches made after 9:00 will not be considered in the
report, so, if an employee punched in after 9:00 then that employee will not appear in the report because he punched
after the reference hour. This value may be left empty to not apply any limit to the transactions and all punches are
reviewed.

Show in the report the First, All or Last transaction: The report will show the transactions made in the day
accordingly with this value. You may generate the attendance report with this option set to First, to know the time the
employee punched IN every day.

Include Employees that Punched OUT: If set to No, the report will not include employees that punched OUT
before the reference time no matter if the employee came to work. If set to yes, the employee will also show
employees that punched IN and OUT before the reference time.

Select the categories to accumulate the hours: The report may show the total hours either of the day or totaled by
employee or any group selected. Only hours classified in this category will be shown. If this value is empty, no hours
will be included in the report

To obtain the Who IS IN today report, use the actual time as reference time and the set to NO the option to Include

Employees that punched OUT. This will generate a report of the employees that punched IN but have not punched
OUT yet at the reference time.

112



~HICROPRINT

This is a Sample Attendance Report showing all transactions each day and not showing hours.

SOUTHWEST NUTCO Date 30/06/2009
Attendance Report ( 06/12/2009 - 06/18/2009) up to 09:00 hours A
Mumber Name Date Tr ansactions Howrs
oolz Castaneda Maria
Fri 08/12/2009 05:32 IN, 18:22 OT 1220
Zat 08/13/2009 05:ZE IN, 16:0Z OT 10,07
Sun 06/ 14 /2009 05:z& IN, 16:40 OT 10042
Mo 06715 /2009 05:27 IN, 19:04 OT 1307
Tue 0&/16/Z009 05:2z1 IN, 16:50 OT 10059
Wed 06/17/2009 05:15 IN, 18:09 OT 1224
Thu 08/ 18/2009 0535 IN, 17:31 0T 1126
Attendance total for Employes 7 g1:03
oozz Farza Lorenzo
Fri 08/12/2009 05:58 IN, 19:4Z OT 1314
Sat 06/13,/2009 05:52 IN, 19:17 OT 1255
Sun 06/ 14 /2009 05:EZ IN, 18:Z1 OT 1159
Mo 06715 /2009 06:02 IN, 20:1Z OT 1340
Tue 08/16/2009 06:02 IN, Zl:24 OT 14:52
Wed 06/17/2009 06:01 IN, 20:50 OT 1419
Thu 08/ 18/2009 06:01 IN, 13:0% 0T 1238
Attendance total for Employees 7 9337
goed Segoviano Luis
Fri 0&/12/z009 06:00 IN, 13:09 OT 1139
Sat 06/13,/2009 06:01 IN, 15:56 OT 925
Mon 06718 /2009 05:E€ IN, 13:05 OT 1239
Tue 05/16,/2009 05:59 IN, 16:27 OT 955
Wed 0&/17/2009 05:E4 IN, 18:0Z OT 1138
Thu 05/ 18,/2009 06:03 IN, 18:08 OT 11:35
Attendance total for Employes 5] G6:54
Totals for Attendance Employees Hours
20 3 24136
Attendance Employees Hours
Report Totals 20 3 241:36
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Absentee Report

This report shows information related to the un-attendance of the employees. It is a counterpart of the attendance
report. It is intended to review the employee attendance record and generate un-attendance information according
with the options. You may basically generate this report for two of the most used cases: Generate a list of the days
the employees did not work and generate a list of the employees that are not currently working, something like ‘Who
is NOT IN today?”. Additional Options allow adding some other information items to the report as described here:

Order by Employee Name or Number. Select the order of the employees included in the report.
Show Employee Details. If not showing employee details, only totals by group and report totals will be printed
Show Daily Un-attendance Details: You may select to show the detail of each day or just the totals by employee.

Include only Transactions

Select the options to process the Attendance Report... . R
- . < Made before: This is a

Order Employees by Number or Name [ » reference time to filter only
Show Employee Details [ « punches made before this

Show Unattendance Daily Details N time to be _ane@lyzet_j by the
Indude only transactions made before: | . report. If this time is set to
9:00 am, then punches

Indude Employees that punched OUT ﬂ ¥ made after 9:00 will not be
Indude days with override Unattendance: H Y0 considered in the report, so,

if an employee punched in

- after 9:00 then that
@ employee will appear in the
report because he punched after the reference hour, so before the reference hour the employee was not in the

company. This value may be left empty to not apply any limit to the transactions and all punches are
reviewed.

Include Employees that Punched OUT: If set to Yes, the report will include employees that punched OUT before
the reference, because it is not working at the reference time. If set to No, employees punched OUT before the
reference time will not be shown because the day is not a un-attendance day, as they came to work.

Include Days with Overridden Un-attendance: If set to Yes; days with a category transaction that overrides the un-
attendance will also appear in the report. If Set to NO, those days will not appear because it is considered a Justified
un-attendance.

To generate the Who is NOT IN report, select a reference time and set to ‘Yes’ the option Include Employees that
punched OUT. Employees not currently in the company at the reference time will be show in the report.
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This is a sample Un-attendance report showing daily details and showing also overridden un-attendance.
The report will also show the IN punch as a reference for employees that punched IN and OUT but they are not
currently IN the company.

SOUTHWEST NUTCO Date 30/06/2009
Time 12:24:25PM
Unattendance Report ( 06/12/2009 - 06/18/2009 up to 10:00 hours) Page 1
Fumb exr Name Date Rsgigmments IN Punch
aosn Segowiano  Iais
Sun 0614 /2009 3, 0pen Shife
Unattendance Total for Employee 1
O0&4 Trevizo Maria Carmen
Fri 0&6/1Z/2009 3, 0pen Shift 17:29 IN
Zat 0&/13 /2003 3,0pen Shifr 14:27 IN
Sun 0614 /2009 3, 0pen Shife
Unattendance Total for Employee 3
aoss Willalohos ERosalia
Fri 0&6/1Z/2009 3, 0pen Shift
Sat 06/13/2009 3, 0pen Zhift
Sun 0S8/ 14 /2003 3, 0pen Shifc
Mon 061572002 3, 0pen Shife
Tue 06/16/2009 3, 0pen Shift
Wed 0&/17 /2009 2, 0pen Shifc
Thu 0&/12 /2003 3, 0pen Shifc
Unattendance Total for Employee T
Employees Unattendance
Report Totals 3 M
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Exceptions Report

This report shows all exceptions generated in the system, either transaction’s programmed exception or day
exceptions. When exceptions are programmed in the shift, transactions that fall with in an exception range generate
that exception. You may then review exceptions to see how the employees have been punched along the shift.
Some exceptions are linked to the day, such as Missing Punch exception, Un-attendance exception or any other
system exception that informs, by example; that the employee is not assigned to a policy in a day. These are called
day exceptions. You may review the Exception Definition Section in this manual to understand how automatic
exceptions are handled in the system.

The options to generate this report are:

Order by Employee Name or Number. Select the order of the employees included in the report.

Show Employee Details. If not showing employee details, only totals by group and report totals will be printed

Select the options to process the Exceptions Report...

Order Employees by Name or Number n W
Incdude Employee Details N
Indude Day Exceptions

Include All Transactions or Ignore Transaction Exceptions -+ B I

Select the Transaction Types to Indude in the report II‘IE‘@
Select the Exceptions to indude in the report <all> E

View Report © |

Include Day Exceptions: Select if you want to include day exceptions in the report. First the exceptions are filtered
using the exception selection. Those day exceptions from selected exceptions may or may not be included in the
report.

Include All Transactions or Ignore Transactions Exceptions: Select if the transactions to be included to find for
exceptions, will be all of them or just a selected type of transactions. You also may ignore transaction’s
exceptions and show only day exceptions.

Select the Transaction Types to include in the Report: if not all transaction will be included, then select the type

of transactions to include, they may be IN, Out To Lunch, IN from Lunch or Out Punches. So you may get a
report of ‘Late’ exception on IN punches to know the employees that punched IN late.
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This is a sample Exceptions Report showing Late exception on IN Punches. Each exception also totals the time of
the exception starting from the beginning of the exception interval to the time the transaction was made or if the
exception is linked to a transaction, then the time will be the absolute difference between the linked transaction and
the time the transaction was made. The time is useful, in this case, to know the tardiness time for an employee.

SOUTHWEST NUT CO :'[Dage ig;ggﬁgggf{
. ur : H
Exceptions Report ( 06/12/2009 - 06/18/2009 ) Page 1
00%& Fraire Micolas
Day BEwceplions
Sat 064 3/2009 MP Dumited Positice 0T 12:00
M: Mot Programmed OT 15:E1
Tue D&M E2009 M Mot Programmed 0T l&:34
Transactions Excepbions
Fri 064 252009 B4 RBoumd Forward I 05:58 -z 0&:-00
II Bound Back OT 18:11 11 1a8:00
Sat 06/ 3722009 BA Roumd Forward M 05:59 -1 06:00
Sun 0EM 452009 TE Early OT 17:45 -1k& 1a8:00
tdan 06/ 5/2009 DA RBound Forward I 0E:E3 -1 0&:00
Tue 0651 652009 BA Roumd Forward M 05:57 -3 06:00
Whed DB 72009 EA Boumd Forward IN 05:43 =17 0&:-00
I Bound Back OT 18:04 4 1a8:00
Thu O8M Gr2009 EA Boumd Forward IN 05:49 -11 0&:-00
EA Boumd Forward OT 17:EE -8 1a8:00
Employee Totals Exceptions Time
13 113
0l0& Hernandez Julia
Day Exepltions
Sat 06M 372009 MP Ommited Position 0T 12:00
Mz Mot Proogrammed OT 15:328
Sun 06X 42009 MZ Mot Programmed 0T 1l&:44
Transactione Exepkions
Fri O6M 252009 B4 Boumd Forward IN 05:53 - 0&:-00
II Bound Back OT 18:0&8 5 1a8:00
Sat DEM 352009 B4 Boumd Forward IN 05:47 -13 0&:-00
Sun 06M 442009 EA Boumd Forward IN O5:E1 -9 0&:-00
Mon O6M 552009 PA Pound Forward I a5 EZ -8 0&:00
ID Rhound Back 0T 12:10 1d 13:00
Thu O6M Bi2009 PA Pound Forward I a5:48 -1z 0&:00
II Bound Back OT 18:0&8 5 1a8:00
Employee Totals Exceptions Time
1 1:.09
Employees Exceptions Time
Report Totals 2 24 2:22

117



~HICROPRINT

Categories Report
This report is another important output of the Pendulum Time and Attendance System. It totals worked time grouped
by employee and category. The time accumulated on each category may also be split in time levels.
It also has an option to show not authorized time. This is the only report that shows not authorized time. To know
about time authorization, review the Time Levels description in this menu and how to authorize time in the time card
editing screen.

The options for this report are the following:

Order by Employee Name or Number. Select the order of the employees included in the report.
Show Employee Details. If not showing employee details, only totals by group and report totals will be printed.

Include Time Authorized, Not

Select the options to process the Category Report. 3 .
Authorized or Both: The report will only

Order Employees by Number or Name [E include the selected type of time on each
Show Employee Details v category. Use this option only if any of
Show Category Daily Details your time levels requires authorization
Show Time Level Details v [ and want to know how much time is not
Selact the Time Levels to include in report EcAII;« being authorized

i i <All>
Select Categories to Indude in Report ] Show Category Daily Details: Select if

you want the report to show daily
| viewFilter 7| [ View Report (| Category details or just category totals by
: employee. If daily details option is
selected, the reports show the categories found on each day of the pay period.

Show Time Level Details: You may want to split the category total time in the time levels. If ‘NO’ is selected; only
the categories grand total will be shown.

Select Time Levels to include in report: This value is used to filter the report by certain time level. You may want
to obtain an overtime report then you may only select the overtime time level. If you want to know a whole worked
time, select all time levels.

Select Categories to include in the report: This value is used to filter the report by certain categories. You may
want to get a vacation report. Then filter by the vacation category.

Just remember that the worked time is grouped first by category and then by time level. So if you select a specific
category and all time levels, then you will get the amounts of that category in all time levels.
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This is a sample category report showing daily details and time levels detail.

SOUTHWEST NUTCO Date 30/06/2003
Time 12:33:17PM
CategoryReport Page 1

Pay Period froml 06/12/2009 to 06/182009
Categories: REG

0064 - Trevizo Matia Carmen REG om oT2 0T3
Fri D&M 22009 REG Regular 1335 1335 0:00 000 0:00
Mo 06 2009 REG Regular 103 103 0:00 000 0:00
Tue O6MG2009 REG Regular 916 16 000 000 000
Wyiedd 06 7/2009 REG Regular 11:43 535 %08 oo oo
Thu O6M 872009 REG Regular 11:30 oo 4430 oo oo
Employee Totals REG o oT2 oT3
REG Regular o632 4000 1635 000 000
0082 - Castafieda Raul REG om oT2 0T3
Fri D&M 22009 REG Regular 11:53  11:53 0:00 000 0:00
Sat 081 32009 REG Regular 10:42 10042 0:00 000 0:00
Mo 06 2009 REG Regular 11:57  11:57 0:00 000 0:00
Tue O6MG2009 REG Regular 10:30 w28 502 000 000
Wyiedd 06 7/2009 REG Regular 12:08 oo 1208 oo oo
Thu O6M 872009 REG Regular 12:23 oo 1223 oo oo
Employee Totals REG o oT2 oT3
REG Regular B33 40:00 0 28033 000 000
0036 - Fraire Micolas REG oT oT2 0T3
Fri D&M 22009 REG Regular 11:30 11:30 0:00 000 0:00
Sat 081 32009 REG Regular 9:20 G20 0:00 000 0:00
Sun 06/ 472009 REG Regular 11:15 1115 0:00 000 0:00
Mon 06/ w2009 REG Regular 11:30 T.a5 339 000 000
Tue O6MG2009 REG Regular 10:03 o:o0 1003 000 000
Wyiedd 06 7/2009 REG Regular 11:30 oo 14:30 oo oo
Thu 06M 872009 REG Regular 11:22 ooo o 1422 000 oo
Employee Totals REG o oT2 oT3
RES Regular FE30 40:00  36:30 000 0o

Report Totals Total of Employees 3
REG om oT2 oT3
REG Regular 20235 120000 5238 000 o0
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Category Count Report

This report is very similar to the Categories report. Except that this report shows the number of events of each
category instead of hours accumulated in each category. Also shows a total time for all events, but does not give
details of the time, just totals.

The options for this report are the following:

Order by Employee Name or Number. Select the order of the employees included in the report.

Group by Employee or Category: select if you want to know the number of category events by employee or you

want to know which employees have a category event, grouping either by Employee or Category, respectively.
s P S LR A o e Show Category Details: Select if

you want the report to show daily

Order Employees by Number or Name [ * category details or just category
Group by Employee or Category E = count totals by employee. If daily
Show Category details details option is s_elected, the reports
Show totals for each Category v [ show the categorlles found on each

Select Time Levels to Indude in Report [+]0T1,072,073,REG day of the pay period.
Show total for each Category: The
Select the Categories to Include in Report [=] <All> report may show a total time of the
| ViewFilter 7| | View Report (| selected categories in addition to the

number of events.

Select time levels to include in report:

If you want to show the time accumulated on each category then select the time levels you want to include.

Select Categories to include in report:

This is a filter of the categories you want to include in the report. By example, you may want to know the number of
days having Jury Duty then select the category Jury Duty.

This is a sample category count report grouped by Employee, showing daily details and regular hours.

SOUTHWEST NUTCO Date 30/06/2009
Time 12:43:35PM

Category CountReport Page 1

Pay Period from 06/19/2009 to 06/25/2009
Categories: SICK

Employee: Fecha Time Amount
SICK Sick

0012 - Castaneda Maria Mon 0B/22/2009 8:00
Employee Totals Total of Events 1 Total g:00
0022 - Garza Lorenzo Tue 06/23/2009 g:00
Employee Totals Total of Events 1 Total g:00
0080 - Segoviano Luis Sun 0B/21/2009 8:00
Employee Totals Total of Events 1 Total 8:00
Totals for SICK Sick Total 24:00
Total of Employees 3 Total of Events 3
Report Totals Total 2400
Total of Employees 3 Total of Events 3
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Transactions Report

This report shows a list of the transactions already in the system, when the transactions have been already classified
and inserted into the system database. Each transaction may be either an employee punch or a category
transaction. If using the job costing levels, then it shows the job costing level transfer transactions too. The options of
this report offer a variety of filters and grouping so you may get several formats of this report.

These are the options of this report:

Print report grouped by Employee or by Date: You may see all the transactions of an employee or all the
employees that have transaction on a date.

Order by Employee Name or Number. Select the order of the employees included in the report.

Include  Transactions: All or
Modified Only: Select modified only if
you want to see the transactions that
have been modified by a supervisor.
Include Transactions Change

Select the options to process the Transactions Report

Group Information by Employee or Date: H D

Order Employees by Number or Name: H N

Include Transactions: All or Modified Only: A m Reason I.I: USII"Ig Change reason you
Include only transaction with Access Granted: “ s may see the reason Why each
Include only the following Function Types: [~] transaction was modified. The change
Show only transaction from Device: reason is requested when the user
il
modifies a transaction in the time card
] View Filter T| | View Report & [ edmng .

Include only transactions with
Access Granted: Show only transactions that granted access to the employee. This is used to obtain an Access
Report. Some time and attendance punches also grants access, depending on the device and the device
configuration.

Include only the following Transaction Types: This is a filter by transaction type. You may want to view only IN
and OUT Punches and ignore all others.

Show only transaction from devices: This is a filter by device. Only transactions generated on the selected
devices are shown. Manually added transaction will not show if this option contains a value, so those transactions
were not made on any device.
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This is a sample transaction report grouped by employee and filtered by one device.

SOUTHWEST NUTCO Date30/06/2009
Transactions Report Pagel
Pay Period from 06/19/2009 to 06/25/2009
Date Time Badqge Function Device Supervisor Chgqg
Employee: 0012 Castaneda Maria
FriOBM9/2008 0535 0012 3 2N 1 Clock 1 Mo
FriOBA952009 1746 0012 3 7 0ouT 1 Clock 1 Mo
Sat 06/20/2009 0527 0012 3 ? N 1 Clock 1 Mo
Sat 06/20/2003 1528 0012 3 20Ut 1 Clock 1 Mo
Sun 0B/21/2009 0525 0012 3 2N 1 Clock 1 Mo
Sun 0B/2152009 18:08 0012 3 7 0ouT 1 Clock 1 Mo
Mo 0R2Z222009  00:00 oo12 Manual M Category S
Tue OB/23/2009 0528 0012 3 2N 1 Clock 1 Mo
Total of Transactions of Employee: 8
Employee: 0022 Garza Lorenzo
Fri O6AM972009  Os:04 0022 3 ? N 1 Clock 1 Mo
Fri OBA9/2009 20:25 0022 3 20Ut 1 Clock 1 Mo
Sat 05/20/2009 (OF:02 0022 3 70N 1 Clock 1 Mo
Sat 06/20/2009 1927 0022 3 20Ut 1 Clock 1 Mo
Sun 0B/21/2009 0550 0022 3 ? N 1 Clock 1 Mo
Sun 06/21/2009 14:08 0022 3 20Ut 1 Clock 1 Mo
Mon 0B/22/2009 0549 0022 3 70N 1 Clock 1 Mo
Mon 06/22/2009 20:40 0022 3 20Ut 1 Clock 1 Mo
Tue 06/23/2002 00:00 0022 Manual W Category Si
Total of Transactions of Employee: 9
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PC Punch Client

In conjunction with Pendulum you can use the module of communications PC Punch Client which is a tool that
improves mobility and usability for controlling the employees’ attendance.

This application relates to the PC Punch Client.

With the PC Punch Client your employees can mark the attendance from a remote PC different from where the
Pendulum is installed which will be the server and should not necessarily be the same PC that the client module.

Installing the PC Punch Client

For install the module PC, you can select for this options

a) When install a Server or Client of the Pendulum, the installer will install the module PC Punch Client, with
these options will to have the application Pendulum and module Pc Punch Client.
When install this option, the module is installed on the folder PCPUNCH

b) You can select only the PC Punch client, this option will install the module on your PC, it is important that
you need a Server/Complete installation of the Pendulum application to work with this module.

) Pendulum Premium - InstallShield Wizard
Setup Type = }
Choose the setup type that best suits your needs. 'f P
Please select a setup type.
@ Server

Multiuser Server. Install the application files, the PC Punch Client
and the database

() Client

Multiuser Client. Install the application files and after require the
installation server

() PC Punch Client
F Install only the PC Punch Client application

InstallShield

< Back ][ MNext = ] [ Cancel
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Add a PC Punch device.

From the main menu enter the Devices window and select the Add option.

r Bl
£ Devices [PC PUNCH: 1 PC PUNCH ATTENDANCE] oS S

EDE X « 4 PP E

PooList Add Save Delete ' First Previous MNext Last = Close

Devices [PC PUNCH: 1 PC PUNCH ATTENDANCE]

Device Definition The definition of Devices is used to identify the readers for ding assist: llowi fi of
behavior and additional features depending on the class of Device.

| »

Parameters Settings

Additional features ID in Device 1 |Z| Description: | PC PUNCH ATTENDANCE
Log of Communications Identify Device
Class of Device: | pc PUNCH [r] Typeof Device:  ATTENDANCE [=]
P Time Difference between the -
Division: Main Division PC and the Device +0 | min. =
Communications
Group: o (=] %)
Connection
Direction: 192.168.0.80
* @gTCP/IP Port: 1050

‘ ( Prev Step ’ \ Next Step ) ’

Enter the parameters that you requested.

In Device ID: The ID number assigned to the device.

Description: The description of the device.

Class of Device: Select the device PC Punch.

Division: Select the division to which the device belongs.
Communications Group: Select the group to which it communicates.
Type of Device: select the type of device in question.

Time Difference between the PC and the device: Enter in minutes the time difference between the PC and the
device.

TCP /1P, check the box.

Direction: Enter PC Punch for the server IP address.

Port: Enter the server Punch for the PC port.
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Assigned Employee to PC Punch

Enter the Employee catalog to assign staff to the appropriate device.

?: Employees L‘:' [5] ﬂ1
[DrB8xe o, O =

Add Edit Save Delete Print ' Group Ungroup = Close

-

=]

Number v Last Name w Name + Badge v Group w Department i

= Status : Active (1 item)
000000001 MICHEL FRANK oooo1

Select the employee and enter the Device option from the window of employees

T» Employees [000000001 MICHELFRANK] =N

ADEX>24 40P E

List Add Save Delete Print = First Previous Next Last = Close

Basic Information - Assignment

IBadges |-ﬁ PIN =l

Classifications

Schedules

Additional Information

Time Card

i
'| Devices

Benefits

Click here to open the communication window and take actions only with this Employee

‘ ( Prev Step ’ ‘ Next Step ) ’

Select the column punch assignation PC terminal, and so this device remain allocated to the employee that was
previously selected.
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For define the Supervisor users for the PC Punch client, you can Access to the menu Ultilities -> Users and select the
user that will be Supervisor PC Punch

To use PC Punch device is necessary to assign the user usage allowance, this should be done from the
Maintenance menu in the Windows users.

+  Employees »
B Transactions »
@ Schedules 9
£  Devices 3
B3 Holidays 3
#l Companies *
“.  System Configuration »
#  Job Costing Levels »
Cateqgories ]
1;1 Groups 3
B Time Levels 3
-’; Departments 3
aE]  Pay Periods *
,ﬂ' Exceptions 3
|m Users 3 | @TI
@ Bels b |[& Print
&b Utilities 3
LE., Exceptions Rules 3
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In the Windows users must select the user who will be assigned for the use of pc punch checking the box.

rm Users [AdminAdminislratt;r—] ' r_ = |u[E] ﬂw
EDE X 4 4 PP E

List Add Save Delete ' First Previous Mext Last Close

e T Enter or modify the information of the user:

Access Privileges Administration

1= User Information

13 Code:" | Admin
User name: " | Administrator Time Max of Edition: 0
Email:" | some@home.com
Alternate email:  some@home.com

Startup URL: | www.acroprint.com

Initials: ° | 3dm Password: " | #*w® Validation:
Limit Date: " E
User Type: Administrator || Exclusive User Supervisor PC Punch
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Configure PC Punch Client

For configure the Pc Punch Client it is necessary that your license have the option to use this module, please confirm
with your reseller that it is active on your system.

First it is necessary you define the Pc Punch device on the Pendulum, follow these steps:

1) Access to the Pendulum application and select

First, you must define the initial connection to the PC

server (that where Pendulum is installed) with the module,
the server window shows the following parameters.

Server
) File M1 Selectiile NI ) Server
() Manual Configuiation — Server IP Port File INI. - Enter the name of the INI file. This File is
1001 | received from the administrator.
Sane ol 2
132.168.0.125 Manual Configuration. - Enter the port number and the
IP address of the PC Server.
Parameters

el Bk e To find the IP address of your database server, you can

Validate Fingerprirt - get it from your Windows Explorer

Mmoo R | ) | Accessories / Command Prompt or by typing in the
[ Active Search Made search "cmd".
Adjust Badge Mumber Length to :E | charg

, BAccessories
ﬁ Bluetooth File Transfer
|J Calculator
ok || Ciose B Command Prompt
22 Connect to a Metwork Projector

B Connect to a Projector

m
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In this window you must type "ipconfig" to help him find the IP for your server command

.
BN Administrator: Command Prompt . » |5|E|éj

Microsoft Windows [Version 6.1.76811
Copuright <(c)> 2809 Microsoft Corporation. HAll rights reserved.

C:“Users™ acroprint >ipconfig

e T—

Running this command will show the details of your server.

-

EX Administrator: Command Prompt l —| =] |ﬁl

Ethernet adapter Local Area Connection:

Connection—specific DHS Suffix servidor.net
IPFu4 Address. . . . 192 .168.8.1%91
Subnet Mask . . . . 255 .2585.255.8
Default Gateway . . 192 .168.08.18
192 .168.8.1

e =

Use the IP Address showed to assigned the IP Server on the Pc Punch client configuration.
Parameters

Validate Employee. - Validate if the employee exist in the Pendulum.

Validate Fingerprint. - Validate the employee’s fingerprint previously enrolled.

Number of retries... - Define the number of retries to validate the fingerprint validation when is bad captured or
validated.

Active Search Mode. - Enable search mode.

Adjust Badge Number Length to __ Chars. - Set the number of characters for the badge when transmit the
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transaction to Pendulum.

Press Ok to confirm.

When need to change the parameters will request a user and password from the Pendulum. It is necessary to define
users with the flag Supervisor Pc Punch on the catalog user.

For access to Configuration use a Supervisor
Pe Punch from Pendulum

Select uzer Supervizor PC Punch:

| ]

Enter password:

Ok ] ’ Cancel
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Execute the PC Punch Client

You can start this module application from your desktop by double click the icon below.

o

PCPunch Client

When you start the PC Punch client where your employees mark their attendance, you will see the following window

= PC Punch Client - Pen
(g A=

Connected to PC Punch Server
Please enter User Id

UserID

Password

[ o ]|

This initial window shows a clock with the current time used to record all transactions, also indicates whether the
module is connected.

The first step is to enter your ID which you can enter directly in the provided field or you can press the Key Pad
option which will provide a numeric keypad where you can type the ID.

131



~HICROPRINT

Is important note, the ID number must be entered with the same number of digits that was registered in the
employee's record in the Pendulum.

Press Ok to confirm.

Connected to PC Punch Server
Please enter User Id

g
g

User ID

Password

Iaaa
EIEIEIE]

[= [ [E @

In the Password field you must enter the corresponding data in case the option of password in the Pendulum has
been enabled and assigned to the employees; otherwise you can leave the field empty.

The password is obtained when the password is predefined in the server.
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If the authentication is successful you will be issued a confirmation message.

Connected to PC Punch Server
Please enter User Id

User D 00001

Password

[ Ok | [ canca |

Accepted: CECILIA VELAZQUEZ

[+] Server: Connected

If you enter an incorrect ID the software will show an error message.

[ PC Punch Client - Pend I |

Connected to PC Punch Server
Please enter User Id

User ID 00002

Password

o ][

Invalid Badge

[+] Server: Connected

To verify the connection to the server you can expand the Server Connected area at the bottom of the Window, if
you want to change the server PC just type the IP number and press the button for change server.

,

Connected to PC Punch Server
Please enter User Id

UserlD |

Password
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Also you can right click over the clock area of the window in order to access a menu which allows you to access the
Server Configuration window and enroll fingerprints.

Connecied to PC Punch Server
Please enter User Id

UserID

Password

]
I .

Configuration

Fingerprint

Close

When you select the fingerprint option, first request a Supervisor user from Pendulum, when is validated it shows the
window where you can register a finger. This window show at the bottom the name of the enroll reader and you must
enter the next information.

o

Fingerprint Maﬂl_‘r_u_:nl

Badge: The ID number that was previously assigned to the person.

Locate the center of the finger: Allows to the fingerprint reader to locate the
center of the finger for a better validation.

Add Fingerprint: Pressing this button will start to read a fingerprint of the
reader for enrolling.

Delete Fingerprint: Deletes the captured fingerprint to enter a new one.

Cancel: Pressing this button will exit the window without saving the data

Badge:

00001 It is important to note that to use this method of authentication is important to
¥] Locate the certer fingerprint enable the option to validate fingerprint in the server configuration.
| Aadingerni | | et ingerrn | = rermncen e =

Please enter User Id

Close
Gonnected to PC Punch Server

User ID 00001

Password

Place Finger
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Appendix 1
Configure device GT 400

For the integration of the terminal it is necessary define the parameters to connect to Pendulum Application.
Please, follow the next steps

1) Access the Configuration Main Menu

To enter the Menu, in the hold status of the terminal, press ESC + ENTER

To use the terminal you must enter configuration parameters initially show the main menu of the terminal,
with these available options:

Connecting to http://127.0.0.1.2001/

Set Logical Name Terminal Info

Set Host Password

Set Host URL
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SET Logical Name

2) Logical Name G-Series-Hand-Reader

Fist the Set Logical Name option prompts you to enter the number of
the terminal identified that allow you to communicate with Pendulum.

To enter the requested parameter from the terminal keyboard input
the data "gtdevXXX" where the last digit or number is the ID that
corresponds to the terminal, press Enter to continue.

gtdevXXX

Where: gtdev = fixed value
XXX = ID corresponding to the terminal on Pendulum app.

Host URL o

bt //127.0.0.1:2001/

-

Second, select the Set Host URL option, where displays the IP
number device by default.

You must enter the IP number of the PC where the communications
module of Pendulum, and finish with the number of connection port,
this values is fixed to: 5678.

http://ip_host:5678

Where: ip_host Ip of the Host for communications
5678 = fixed value
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When finished press Enter to save the data URL
It is important that this step cannot be skipped or not functional PC communication with the device.

2) IP Static

Third step, select in the main menu the MORE option, this option will display
the current IP received from the DHCP, then you can select the button
Static IP to define the new IP.

It will show the IP number that the terminal has previously assigned
To edit it, select on the IPADDR option.

NS 192.168.0.205
The terminal will display the IP number that previously assigned, select and 352 168.0.210
press the "Edit" option.

As shown in the example image, you can enter the IP number you want to
assign to the terminal, and then press Enter.
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2) Host Username and Password
It is important that the options contained in the main menu "Set Host Username and Set Password" should not be

modified.

onnecting to http://192.168.0.159:5678

Set Logical Name Terminal Info

Set Host Username [ Set Host Passworc

Set Host URL

If any of these options changed, the device will not communicate, then you can releases must enter the correct
settings for each option.

SET Host Username = admin

SET Host Password = password

SET Host Username \ " SET Host Plllwd':'

admin

Press Enter to confirm each option.
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Enroll User Terriplate on GT 400

To enroll the Template for the users must have previously added in Pendulum software, and assign them to the
terminal (see manual).

After entering employee data, must send data to the terminal GT400 from the Device Communication option on the
program.

In the first enrollment on the terminal, it will be enrolled as Administrator.

To start the enrollment of users in the terminal, you must authenticate
with your administrator user ID and template, and allow you to access
the Edit Menu and select the User Management option.

In the next menu select the Edit option User.

You will be prompted to enter the User ID number to enroll.
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Or, you can select List Users; it will show the employees sent from
software Pendulum, there must select user data to enroll.

Then it will show the user data you select.
To Enroll the Hand Template select the option Enroll User

When begin the process, it will request you put your hand in the platen
of the terminal. The LED under the screen will go blue.
Please repeat the same step two times

When complete the device will request Remove Hand and it will
complete the process.

Having already enrolled users can authenticate it, and begin punch
transactions.

It is important after enroll their employees, from Pendulum application need to back up the Templates, please select
the menu Tasks ->Communication Devices.

It is very important that before backup biometric each enrolled person must authenticate at least once

140



~1ICROPRINT

Delete User.

To delete a user on the menu select list users

The device will display users data enrolled.
Select the user that requires delete

Then select the Remove User option.

It will be prompted to confirm to delete the record.

Press Yes to confirm
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Reset Default Factory the terminal GT 400

If you need to Delete All information contained in the device, or you did not have Admin Password, you can reset
from factory the device, it is necessary dismount the device from wall and need to have a small screwdriver.

Please, follow the next steps:

1) Disconnect the device from the power source

Dismount the device from the wall, on position that
you can see the network wired, how the image.

On the left corner or the main board, you will see a
hole with a legend: COLD BOOT.

Please, move the device front you to see the display,
and Turn ON again the device

The device will display initialization screens, and when
the device show:

PRESS AND HOLD the COLD BOOT

You need to press the button on the hole on the main
board
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2) Press COLD BUTTON located in the back of the |
terminal for 20 seconds and the terminal returns to the
initial programming and eliminating all transactions.

Now you need define the parameters to communicate.

Wiy

Fll!a‘r Nossaliyy
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Punch Mobile

Pendulum can include a custom option to punch transactions by a mobile device, the additional module is an
application for Android device where the employees can punch her transactions IN and OUT.

Punch Mobile is a module of Pendulum Time and Attendance system and works as an innovative solution
Attendance Control for mobile devices, which allows keeping track of the attendances and locations of your staff
through online transactions on all or specific places.

This module completes Pendulum software providing complete functionality of an attendance system allowing the
employees to punch in a friendly and direct way using cell or tablet devices. The interface and configuration on
mobiles and Pendulum is very simple, making it easy to use.

The general architecture is based on this diagram:

Pendulum Enterprise Web Services
Server Punch Mobile

Il

P
A

6

y‘.
-

e/
u“
Windows Server

w157

e PRSI
SQL Server

NV

Employees
punches on

- any location

|
#4 =

Pendulum Enterprise
Client

y‘-.
-

To install the project, you need to have a Pendulum Enterprise on a server, and you need to have an additional
server where will install the services to register the transactions from Punch mobile application.

These all the item to install the module:
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Upgrading Pendulum Software

These are the steps to upgrade the Pendulum application for use with the Punch Mobile module:
1. Verify that you have the correct version of Pendulum, 5.1.50h or 5.1.50i release.
2. Replace the corresponding files included for Punch Mobile module, adding the news and overwriting those
that already exist.
3. After that, run the Pendulum Software and in the tasks menu you will see a new option ‘Run Query’. Select
the Execute item to open the window for run a query.

Tasks | Reports  View  Help

L E Communication with Devices  »
Q Correct Missing Punches 3
i Recalculate Transactions 2
',._ Unprocessed Transactions b
f Transactions Histary 3
' Global Transaction 3
B Transactions 3
T AutoPoll and AutoReport 3

| Run Query b | Execute

4. In this window press the open file button and select the file Pendulum_Define_Mobile_Tables.sql included
with the files for upgrade.

I
g Run Query - . = | = 2

Indicate path and name of the query file:
File: =

’
ol Select query file S

- -
@ - <« ACROPRINT » Pendulurn Prernium »
i =

Organize - MNew folder Y
. hp o Name . Date madified T:.|
. HP Universal Print Driver | DATA 21/04/2016 05:22 ... File
| Human EN 27/05/2014 05:23 ... File
images | en-Al 27/05/201405:23 ... File__
J inetpub . en-US 27/05/2014 05:23 ... Filg
| LIP1100_P1560 _P1600_Ful ? | EXPORTS 27/05/201412:15 ... Fild
| MSOCache :‘ | logs 27/05/201412:15 ... Fild
J OIdPC | | PC PUNCH 27/05/201412:15 ... Filf
| OpenssL | PcPunch 27/05/20141215 ... File
J Pendulum_v4_00b20 | RAWDATA 27/05/20141215 ... Filg
J PortQryV2 | Rawdata_v4 27/05/201412:15 ... Filg
. Program Files | SPLASH 27/05/201412:15 .. File
. Program Files (x6) |2 Pendulum_Define_Mobile_Tables.sql 05/09/201612:15 .. Mir
ACROPRINT - = ! b
File name:  Pendulum_Define_Mobile_Tables.sql - [Queryfile (*sql) V]
[ Open |v] [ Cancel ]
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5. Finally press the Run button and verify the successful result of execute the selected file.

How to use
Settings and Maintenance

Once you add the Punch Mobile module to Pendulum the first step is to define a general Punch Mobile device on the
device screen:

{5 Devices [Punch Mabile: 10 GENERAL PUNCH MOBILE] = EI.

i
B DODH X « 4 b Pp 5
i List Add  Save Delete First Previous MNext Last Close

Devices [Punch Mobile: 10 PUNCH MOBILE 1]

Device Definition The definition of Devices is used to identify the readers for recording assistance allowing configure parameters of
behavior and additional features depending on the class of Device.

Parameters Settings

Additional features ID in Device | 10 |v| Description: GENERAL PUNCH MOBILE

Log of Communications Identify Device
Class of Device: | punch Mobile [] Typeof Device: | ATTENDANCE [~]
Division: =f= Main Division =]

Communications
Group: 0[] @

You can define only one punch mobile device on Pendulum and is necessary for the processing of punch mobile
transactions.

Next, you must proceed to the assignment of mobile devices to the appropriate employees registered on Pendulum.
Open the employee screen and on the Mobile Device panel you will find the options for assign a mobile device.
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e 5
% Employees [00027 Canington Ceciia - Mobiles sssignments] i oo e

HOH X d 4 b E

List ' Add Save Delete Print ' First Previous Next Last = Close

Basic Inf ion Screen to assign one or more mobile devices to Employee (only 5 active mobiles) . You can also optionally define up 10 locations where
ormati you can use the mobiles for attendance record.
Badges General parameters of assignments
Classifications Validate Ubications: ¥
Schedules SR b i
Number Description Active
Additional Information
Time Card i Add
= Edit
Devices 3 Delete
Benefits
Mobile devices

If you want to force the employee to punch near some specific “UBICATIONS” you need to activate the Validate
Location option allowing for each defined mobile to specify locations where the employee may punch.

Doing right-click you will see a popup menu for add, edit and delete the mobiles to assign to the employee.

After select add a new mobile assignment or edit an existing one you will see the next screen:

-, ) 3 - T
23 Employees [00027 Carrington Cecilia - Mobiles assignments] = B =

LIEEEE R ER L =

ioList Add Save Delete Print First Previous Next Last = Close

Basic Information Information of mobile device

Number: 9197611583 Type: Cell Active: v S

Badges E .
1583 - Cecilia

Classifications

—______|Information of installation

St Allow new i i N Identifier:

Additional Information

Time Card

Davices

Benefits

Mobile devices

< Prev Step Next Step >
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Where:

Number.- Cell number or tablet ID.

Type.- Select the mobile device type, cell or tablet. If select tablet and is a new assignment you will see a button for
define a random number to use with the tablet.

Active. - Specify if the assign is active or not. For each employee you can assign until 5 active mobile devices. If you
want to assign an existing mobile number to another employee first need to deactivate the number for the current
employee and after that reassign the number to the respective employee.

Allow new installation. - Indicate yes if this mobile assign is for a new installation on the mobile device application or
when you reassign the mobile number to a different employee.

Identifier. - Internal id defined when the employee badge is assigned on the mobile device application. Read only.

After define the mobile is necessary to press the Accept button to confirm the changes and assign to the employee.

When you indicate to validate locations this same screens change to allow to define until 10 locations for each
mobile device.

-

?: Employees [00027 Carrington Cecilia - Mobiles assignments] S @M

TOHX= & 4 bW E

: List Add Save Delete Print ' First Previous Mext Last = Close

Basic Information Information of mobile device

T 9197611583 z e Active: I

Badges Number Type C
Description: | Samsung 1583 - Cecilia

Classifications R
Information of installation

Schedules

Allow new installation: N Identifier:

Additional Information

Valid ubications of mobile device

Time Card Description Ubication Radio
Devices
Add
Benefits o
= Edit
Mobile devices 3 Delete

Doing right-click you will see a popup menu for add, edit and delete the locations to assign to the current mobile
device.
After select add a new location assignment or edit an existing one you will see the next screen:
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T
Geolocator | |
e ———— e

Description: | 0ffice

Ubication | 5640 Departure Dr, Raleigh, NC 27616, USA

Radius{meters)
50

Latitude [35.860218 Longitude |-78.590606

+ Accept Cancel

Where:

Description.- A text related to the location used as a general definition of the location

Ubication.- Specific description of the location related directlty to the coordenates.

Radius.- Indicate the zone in meters where the employee can generate a transaction around the location.
Latitude and Longitude. - Global position of the location ant related directly with the location. Read only.

You can specify a location in two ways, entering a text with the location and allow the window to suggest the possible
options or move the red pin to the exactly position.

After define the location is necessary to press the Accept button to confirm the changes and assign to the mobile
device.

Finally, after assign the valid locations, if apply, and assign the mobile devices you will have to save the employee
changes so the employee be updated.

Additionally, in case the employees generate punches on different days on the same period (bus drivers for
example) the schedule definition has a new option to allow attendance for more than a day:
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8 Schedules [001 Operators] = | B8

g@ﬂf:‘ixﬁdbﬁg

List Add Save Delete ' First Previcus Next Last ' Close

The Schedule file defines and stores basic information including the pay period, breaks and lunches, time rounding,

General Information uuerl:lme, holiday rules, and more. Schedules determine the basis for all employee time reports and must be carefully
The system will support any mmhmatl:m of pay-periods working at the same time. ie: some employees may work
TS a weekly schedule and some on a b - an individual employee can be assigned to different
LEdnil schedules provided the pay period and overtime rules are kept consistent. After the work schedules have been defined, ALL
ploy Mlﬁrbeasslgnedlnasdleduleforeuerydayoftheweek,euen if they do not work on certain days. See
Time Level Limits Employ A for details.
Parameters for Transactions Processing |
Fixed Shifts
Use Time Rounding:
Holiday and Exceptions Automatic Deductions: H W oN
Schedule #: 001 Break Punches: [
Description: Operators Round Break Punches:
Lunch Punches: [
Company : Main Division IZ| Round Lunch Punches:
Pay Over-Time:
Freaency:- H 5 M Pay Non-Worked Holidays:
Start Date: [02/01/2000 Fixed Shift Windows:
Exception Report Parameters: |:|
California OT:
I Extended Work Days:

The Extended Work Days allow the employees to punch in and after punch out on different days calculating all the
worked time covered between days according the punches.

Tasks and Use

Once the employees start to use the Punch Mobile application on their mobile devices the generated transactions
are almost automatically processed and reflected in their attendance. In the time card screen you can see where the
employee does a transaction on the tooltip of the transaction:
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?: Employees [00010-CarringtonCec-ﬂia-'ﬁme(‘,ard] I N _-_- :I- . s A E@g1
EHEEEEREKEL

List ' Add Save Delete Print = First Previous Mext Last Close

Enter the number ofthe pay period youwantto editand press TAB io bring up the information....

Basic Information Employee: 00010 Carrington Cecilia C Rockland Flooring C } Print
Badges Pay Period: 3| Sunday 08212016 - Saturday 09/03/2016 Rep |
Classifications Date Lunch Lunch Totals Time Level Details
Start Finsh DEF  LNCH BRK REG OT1 OT2 OT3 — —
Schedules Dom 08/21/2016 Dia de descanso B
Additional Information B Lun 08222016 Inasistencia
Time Card E. Mar 08/23/2016 08:15 8 8 17:31 00:30 08:45
ime

— (] mie 0arar2mis Inasistencia

* wlue 07:30 : : H =
FE— [+ Judue DBI2512016 Py .

nefi
Regular E| Details
Mobile devices
[+ Jvie 0812812016 : ; ; 1445 04:00

Transaction Rounded:08,/26/2016 18:45:00 Device: 10
Mobile 9197611583, Ubic: Perif. de Mérida Lic. Manuel Berzunza, Temozdn Morte, Mérida, Yuc,,
T

m 5ab 08/27/2016 Dia de descanso j

Regular E| Details

Or you can see more specific information right-clicking the transaction and selecting Show Location:

:
Geolocator [ 2 |

Description:

Ubication  Perif. de Mérida Lic. Manuel Berzunza, Temozén Norte, Mérida, Yuc., ‘

Latitude [21.046448 Longitude [-83 617517

+" Accept

In a similar way, on the time card report you can see all the mobile transactions selecting the report option Include
details for transactions of Punch Mobile:
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TA Enterprises Co. 11/10/2018

Time Card

Humber: 00010
Employee: Carrington Cecilia
Group: Not Rssigned

Date ERange: Sunday 0B/21/201€ - Saturday 08/27/201&

Date IN OUT to IN from auT Time Lewel Details
Lunch Lunch EEG oT1 oT2 T3 BRE LHCH

Sun 08/21/201¢€ Not Scheduled
Mon 08/22/201€ Lbsent

Tue 08/23/201¢ 08:-15a 05:-31p 08-45 00=-30
Wed 08/24/201€ Lbsent
Thu 08/25/201€ 07:-30a - ME - 1€:-30 00-00
Begular
Fri 08/2&/201¢& - MP - 0&-45p 14:-45 04:-00 00-00
Regul:zr
Sat 08/27/201¢€ Not Scheduled
Ot1 Period End: 40:-00 04:-00 o0-00 oo:-o0 00=-30
Total by Employee: 40:-00 04:-00 o00-00 o0-00 00:-30

Iransaction List from Punch Mobile

Date Time Function Location
08/25/201e 07:-30a IN Destino 1
08/26/201¢€ DE:-45p OT Derif. de Mérida Liec. Mznuel Berzunza, Temozdn Horte, Mérida, Yueo.,
Global Totals: EEG: 44:-00 40:00 04:00 00:30

Tatzl Employess: 1

4 UL 2
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Punch Mobile Web Service

DESCRIPTION OF REQUIREMENTS

Before starting with the installation of Punch Mobile Web service, it is necessary first to verify that
the IIS is installed.
v Internet Information Services (lIS)

In the WCFPunchMobileServices installer folder, it is also included the prerequisite used for the
proper functioning and configuration of WCFPunchMobileServices:

v' Framework 4.0
The installation must be done in a 64 bits’ operative system

INSTALLATION PROCESS
1. INSTALLATION OF INTERNET INFORMATION SERVICES (IIS)

It is very important that the IIS is installed before starting the “WCFPunchMobileServices” web
service, otherwise the installation will not be able to continue and an error message will be shown
and it will be necessary to abort the operation.

r
ﬁ WCFPunchMaebileServices Installer Information &3

Error 27500. This setup requires Internet Information
l L Server 4.0 or higher for configuring II5 Virtual Roots,
Please make sure that you have 115 4.0 or higher.

[ Abort ] [ Retry ] [ Ignore ]

1.1 USING MICROSOFT WINDOWS SERVER 2012 R2 STANDARD OS
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Task Mansger.

e

LG
1. Open the server manager to add roles to the IS

= Server Manager

Copyright @ 2013 Microsoft Corporation, All rights reserced,

2 Server Manager

WELCOME TO SERVER MANAGER

i
& Al Servers
L

File and Storage Senvices b

M o Configure this local server

WHATS NEW.

LEARN MORE

ROLES AND SERVER GROUPS

Roles: 1 | Servergroups=1 | Servers totat 1
= File and Storage -
iF 1 Lacal Server 1
B Services "
@ Manages (@ Manageability

Events Events

Services Bl sevice [
Performance Perfarmance

BPA results BPA results
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2. At the “Dashboard” main tab, click at the “Add roles and features” option.

= Server Manager [=|o [

L 1 Server
& Al Servers
W§ File and Storage Senvices P

WHATS NEW

LEARN MORE

ROLES AND SERVER GROUPS

Foles: 1 | Servergroups=1 | Serverstotst 1
ol
® Managesbility (@ Managesbility (@ Managesbility
Events Events Events
Services Kl service: Kl service:
Performance Performance Performance
BPA results BPA results BPA results

/572076 355 M /572016 355 M

3. The window “Before you begin” will be shown, click at the next button to continue.

SEver manaye ———

| r Manage

‘Add Roles and Features Wizard

WE File and Storage S

This wizard helps you inctall roles, role senices, or faaturec. You determine which roles, role senvices, ar
features b install based on the computing needs of your arganizaticn, such as sharing decuments, or
hesting a website.

To rernove rofes, role services, of festures:
Start the Remave Roles and Faatuses Wizard

Eefare you continue, vesify that the following tasks have been campleted:

* The Admiristrator sccount hes 2 strang password
* Netwark settings, such 25 static [P addresses are configured

* The mast current security updates frem Windows Update are installed

10 must verify that any of the preceding prerequiriter have been completed] close the wizard,
complete the steps, and then run the wizard again.,

O Sip this page by default

4. At “Installation Type” window, select the option “Role-based or feature-based installation”,
click the next button to continue.
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= Add Reles and Features Wizard [= ==l

DESTINATION SERVER

Select installation type WiN-HOCAALDIN
Selzct the installstion type. You can install roles and featurss an a running physical computer ar virual
rmachme, oron an olfine virbual hard dick [VHD),

@ Role-based or feature-based installation
Configure a single server by sdding rales, role sendces, and festures,

1 Remote Desklop Services installation
Irstall required rade senvices for Viruel Deskiop Inlrastructune (VDI 1o create b virlual machine-based
or session-based desktop deploymaent.

5. In the “Server selection” window, select the option “Select a server from the server pool”

and click next to continue.
= Add Rales and Features Wizard [ == [

DESTINATICHN SSRVER

Select destination server NSO DR

Select a sarver or & virtual hard disk on which to install roles and features.

Befors You E2gin

(®) Select a senver from the server pocl
) Select a virlual hand disk

Server Pool

Filber:

Narma FAddrais Operating System

1 Computer(s) faund

Thes page shows weners that are reaneg Windows Server 2012, and that have been added by using the
Agd Sarvers command in Server h1:|n3ejr:r. Qffline sendars and nowly-added servers fram which data
callection is still incomplete are not shown,

= Previgius nsta Caneel

6. Atthe “Server Roles” window, select the option “Web Server (11S)".
156



157

~IcroP

INT

Add Roles and Features Wizard

Select one or more roles to install on the selected server.

Roles

[[] Application Server
[] DHCP Server
[] DNS Server
[] Fax Server
> [m] File and Storage Services (2 of 12 installed)
[] Hyper-v
] Network Policy and Access Services

[] Print and Document Services
[] Remote Access
[] Remote Desktop Services

[ Volume Activation Services
%Wmdaws Deployment Services
[] Windows Server Essentials Experience

[] Windows Server Update Services

=T= |

DESTINATION SERVER
WIN-PBOKAJELDFM

Description

Web Server (IIS) provides a reliable,
manageable, and scalable Web
application infrastructure.

Cancel

7. By selecting the option in the previous step, the “Add Roles and Features Wizard” window
will be shown, select the “Include management tools (if applicable)” option and click the

Add Roles and Features Wizard

“Add Features” button.

=

< Previous Next » nsta

=l x ]

DESTINATICN S2RVER

Select server rokes PP ————
al ures Wizard

WNA-ERCA L DR

Add features that are required for Web Server (I15)?

The following tocks ant required to manage this featune, but do not
have to be install=d on the same server.

4 Wb Server (IIS)
4  Managemens Took

[Taals] 15 Managament Consale

[ Inchude management tools §if applicable)

el ;ﬁmm Caneel

x

[ion

feer (IS} pravides & refishle,
Jable, and scalable Web

on infrastruchure.

nsta Caneel
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8. Click next to continue.
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i

Select server rales

9. At the “Features” window, select the option “Enhanced Storage”, click the Next button to

continue.

Add Roles and Features Wizard

Select one or mone robes to install on the selectad server.

Rades.

[ agpplisation Server

] DHOP Sener

] DNS Sener

[ Fax Server

[®] File and Storage Services (2 of 12 installed)
O Hyperv

[ Metwark Polisy and Acoess Services

[ Prisit and Document Serdces

[ Remate Access

] Remate Desktop Sendces

[ Valume Activation Senvices

ows Deployment Services

[ Windows Server Essentials Experience

[0 Windows Server Update Serdices

[=T=

DESTINATICN SEAVER
PR T N [ i

Deseription

'Web Server (II5) providas a relisble,
manageable, and scalable Web
application infrastnucture.

nita Caneel

e

Select features

Add Roles and Features Wizard

Select one or more faatures 1o install on the selected server.
Features

[[] MET Eramawnric 3.5 Featunes

[W] MET Framewric 4.5 Featwnes (2 of 7 installed)

[ Background Intelligent Transfer Sesvice (BITS)

] Bitlacker Drive Encryptian
[] Bitlocker Netwark Unlock
[ BranchCachs

[ Clienit far MFS

] Data Certer Bridging

[] Direct Play

[ Failower Clustesing
[ Greup Policy Managemernt
[ 115 Hastagle Web Core

[ Inik ard Hanghwriting Serices
— . SO0 o w

¢ " )

[=To N

DESTINATICN S2RVER
WS ROCAITL D

Deseription

Enhanced Storage snables syl
for sccesting additional fu
made available by Enhanced Storage
devices. Enhanced Storage devices
have built-in 2alety leatures that let
yau cantral wha can acgess the data
on the desice.

Cancel
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10. At the “Web Server Roles (IIS) window, click the Next button to continue.
= Add Roles and Features Wizard [=T= =

DIESTINATION SERVER

Web Server Role (I15) WiH-ABBAIL S

Wekb servars are computers that lat you share informaticn over the Interret, or through intranets and
extranets, The Wb Server rale includes Intermet Ind ation Servces [J15) 8.5 with enhanced secunty,
gbgnpst;: and administration, a unified Wals platform thal niggrates 1% 8.5, ASP.KET, ard Wind s
Communication Foundation

Things %o rate:

* Using Windaws Zystem Resounce Manager (WEFRM) can help ensure aguitable servicing of Web
server traffic, espacially when there are multiple rales on this computer,

* The default installation for the Web Server {I15) role includes the installation of role services that
=nable you ta serve static content, make minor customizations (such as defsult do<uments and HTTP
ermars), manilor and log wemer actnaty, and conligure slatic cantent camprasdion,

Kore information about Web Server IS

< Previous nsta Caneel
40

11. At the “Role Services” window, select all the options that belong to web server and then
click the Next button to continue.

=] Add Roles and Features Wizard

BE |

DESTINATION SERVER
WIN-PBOKAJELDFM

Select role services

gefore You Begin Select the role services to install for Web Server (IIS)

Installation Role services Description

159

4 Web Server

a Common HTTP Features
Default Document
Directory Browsing
HTTP Errors
Static Content
HTTP Redirection
[[] WebDAV Publishing

4 Health and Diagnostics
HTTP Logging
[ Custom Logging

Confirmation

[ Logging Tools
[] ODBC Logging
[] Request Monitor

< "

~|  Dynamic Content Compression

provides infrastructure to configure
HTTP compression of dynamic
content, Enabling dynamic
compression always gives you more
efficient utilization of bandwidth, but
if your server's processor utilization
is already very high, the CPU load
imposed by dynamic compression
might make your site perform more
slowly,
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= Add Roles and Features Wizard

Select role services
gefore You Begin Select the role services to install for Web Server (IIS)

Installation Role services

4 Performance
Static Content Compression
Dynamic Content Compression
4 Security
Request Filtering
Confirmation Basic Authentication
[ Centralized S5L Certificate Suppart
[ Client Certificate Mapping Authentication
[ Digest Authentication
[ 11S Client Certificate Mapping Authenticatiol
[] 1P and Domain Restrictions
‘Windows Authentication
b [ Application Development

< " >

BE |

DESTINATION SERVER
WIN-PBOKAJELDFM

Description

URL Authorization allows you to
create rules that restrict access to
Web content. You can bind these
rules to users, groups, or HTTP
header verbs. By configuring URL
authorization rules, you can prevent
employees who are not members of
certain groups from accessing
content or interacting with Web
pages.

= Add Roles and Features Wizard

Select role services
gefore You Begin Select the role services to install for Web Server (IIS)

Installation Role services

P e e el
[ Digest Authentication
[ 1IS Client Certificate Mapping Authenticatic]
[ 1P and Domain Restrictions
URL Autharization
‘Windows Authentication
confirmation b [ Application Development
4[] FTP Server

[ FTP Service

[ FTP Extensibility
4[4 Management Tools

1IS Management Console

b 1IS 6 Management Compatibility

IS Management Scripts and Tools]

[ Management Service

< [ >

DESTINATION SERVER
WIN-PBOKAJELDFM

Description

1I5 Management Scripts and Tools
provide infrastructure to
programmatically manage an IS 7
Web server by using commands in a
command window or by running
scripts. You can use these tools
when you want to automate
commands in batch files or when
you do not want to incur the
overhead of managing IS by using
the user interface.

12. At the “Confirmation” window, select the “Restart the destination server automatically if
required” option, in order to update all with the new configuration. A warning message will
be shown, informing that the computer must be restarted, click on the “Yes” option.
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Add Roles and Features Wizard

Confirm installation selections

|| Rastart the destination sener automatically if required

their chack bowes.

Enbanced Storage

[=]a] x ]

DESTINATION SERVER
WH-E A (LS

To install the following roles, role services, or festures an selected serer, clide Install.

Optional features (fuch as sdministraton tools) might be deplayed on this page because they hawe
been salected avtomatically, If wou do not want to install these optional features, click Pravious to clear

Add Roles and Features Wizard

Y

If & restart is required, this server restans autarnatically, without
addions] natdications, D you wart o allgw autarnatic rekans?

[x]

SEafic Content

Export carhgu
Specify an alten

= Previous

Install Cancel

13. Afterwards click the “Install” button to begin the configuration and installation of the roles

Add Roles and Features Wizard

Confirm installation selections

|w] Rastart the destinatian sener automatically i required

their chack bowss,

Enhanced Storage
Web Server (I15)
Management Tools
15 & Management Compatibility
115 6 Metabase Compatibaity

1E5 Maragement Consale
1E5 Maragement Scripts and Tools
Web Serer
Common HTTP Features
Default Document

Expart coriligu
Specify an alta

To install the follawing roles, role services, or features an selected server, click Instail.

Optional featunes (such as sdministraton toals) might be deplayed
been salected avtomatically. If wou do not want toinstall these optional features, click Pravigus ta clear

BO |

DCESTINATICN SZAVER
WS ROCAITL DR

on this page because they hawve

1%1” Cancel

14.The installation progress will be shown.
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[ Add Roles and Features Wizard = |[=] =

DESTIMATION SERVER

Installation progress W Pe<uE DF1

View installation progress

0 Starting installation

Enhanced Storage -
Web Server (IIS)

Management Tools

115 6 Management Compatibility L

1IS 6 Metabase Compatibility

115 Management Console
115 Management Scripts and Tools
Web Server
Common HTTP Features
Default Document

Directory Browsina bl

You can close this wizard without interrupting running tasks. View task progress or open this
page again by clicking Notifications in the command bar, and then Task Details.

Export configuration settings

< Previous Next > nsta Cancel

15.When the pro'cess ends, click the “Close” button and restart the operativé system

[ Add Roles and Features Wizard -|a

DESTINATION SERVER

Installation progress WIN-20RAEL DA

View installation progress

o Feature installation

Installation succeeded on WIN-PEOKAJELDFM

Enhanced Storage -
Web Server (lIS)
Management Toals
115 & Management Compatibility
115 & Metabase Compatibility

115 Management Console
115 Management Scripts and Tools

Web Server
Common HTTP Features
Default Document
Directory Browsing ol

You can close this wizard without interrupting running tasks. View task progress or open this
page again by clicking Motifications in the command bar, and then Task Details.

Export configuration settings

< Previous Mext > Cance
3
T

16. Start the server manager again and add roles by enabling the necessary options, as it is
shown in the pictures below.
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a) Server Roles
.Fﬁ Add Roles and Features Wizard I—I—-

DESTINATION SERVER

Select server roles WIN-PBOKAJELDFM

Before Yo Select one or more roles to install on the selected server.

Installation Roles Description

~ File and iSCSI Services provides
technologies that help you manage
file servers and storage, reduce disk
space utilization, replicate and cache
files to branch offices, move or fail
over a file share to another cluster
[[] Active Directory Rights Management Services node, and share files by using the

a4 [H] Application Server (1 of 11 installed) NFS protocol.

[ Active Directory Certificate Services
4

[] Active Directory Federation Services

[] Active Directory Lightweight Directory Services

ramev
[] COM+ Netwark Access
b [] Distributed Transactions
[[] TCP Port Sharing
[ Web Server (IIS) Support
b [] Windows Process Activation Service Support
[C] DHCP Server

I 4,

Install

[ Add Roles and Features Wizard

Select one or mose roles 13 ingtall on the selected server.

Rales Description

| Fax Server

upport for ASP.
server extensions. You can use

e and iSCS1 Services (1 of 11 installed) host an internal or extemal
devel

| DFS Namespaces

5 Hepheaton

] File Server Resou

L] iSCSI Target Server
(] iSCSI Targ,

Seoenge Provider (VIS and VSS harchware providers)
e Falders

. ]
1 Hyper-y
] Wetwork Pabcy and Access Services
] Print and Document Services
] Remate Access

4[5 Remote Deskiop Services (1 of 6 installed)
Deshtop Web hecess
me Actation Services -
< Previous et » - Cancel
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Sekect one or more rokes 10 inst ed server.

Rotes

a [H] Web Server (5] (35 of 43 in:

ks Server (37 of 34 mctalle

e, the configuration, and
the UL Developers can use the familiar ASPNET
ich NET APls to

Comman HTTF Features (5

Support

B Add Roles and Features Wizard =N

FIP Server

4[] Managem

5 6 Manageme

empatibility [1

Management Console

Al Compatibdicy

[ Management Service
L) Windows Deployment Services

] Windows Server Essentials Experience =

Datsbase

[« Previews | [ Nem> : [ cancat
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b) Features

[ Add Roles and Features Wizard -

DESTIMATION SERVER

Select features WIN-PBOKAJELDFM

Before You Begin Select one or more features to install on the selected server.

Installation Ty

Features Description

E ~ Peer Name Resolution Protocol
allows applications to register and
resclve names on your computer so
that other computers can
communicate with these
applications,

4 [V

b|v WC ed

p Background Intelligent Transfer Service (BITS)
[] BitLocker Drive Encryption
[ BitLocker Network Unlock
[] BranchCache
[ Client for NFS
[] Data Center Bridging
[ Direct Play
V| Enh. S

v| IS Hostable Wel
[] Ink and Handwriting Services
[ Internet Printing Client
] Ip Address Management (IPAM) Server
[] iSNS Server service
[] LPR Part Monitor
O Management OData |15 Extension
[] Media Foundation
4 [H] Message Queuing (1 of 7 installed)
b [M] Message Queuing Services (1 of 6 installed)
[] Message Queuing DCOM Proxy
[ Multipath 110
] Network Load Balancing

< [ >

Next > Install
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=L |

DESTINATION SERVER
WIN-PBOKAJELDFM

[ Add Roles and Features Wizard

Select features

Before You Begin Select one or more features to install on the selected server,

Installaticn Type Features Description

~|  Support for the SMB 1.0/CIFS file
sharing protocol, and the Computer
Browser protocol.

[[] Peer Name Resolution Protocol

[ Quality Windows Audio Video Experience

[ RAS Connection Manager Administration Kit (CM£
[] Remote Assistance

[ Remote Differential Compression
4 [H] Remote Server Administration Tools (7 of 40 insta!
b [ Feature Administration Toals
4 [m] Role Administration Tools (7 of 28 installed)
4 [m] AD DS and AD LDS Tools (2 of 5 installed)

/| Active Directory module for Windows P;

4 [H] AD DS Tools (2 of 3 installed)
V] Ac

v AD DS
[] Server for NIS Tools [DEPRECATED]
[] AD LDS Snap-Ins and Command-Line T4

166

[] RPC aver HTTP Proxy
[] Simple TCP/AP Services

[] Hyper-V Management Toals
[] Remote Desktop Services Tools

v W
[] Active Directory Certificate Services Toals
[] Active Directory Rights Management Servig
[] DHCP Server Taols

v D er T
[] Fax Server Tools
[] File Services Tools

[[] Metwork Policy and Access Services Toals
[] Print and Document Services Tools
[] Remote Access Management Tools

[] Volume Activation Tools

v

] >

Next >
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= Add Roles and Features Wizard =1 I -

DESTINATION SERVER

Select features WIN-PEOKAJELDFM

Select one or more features to install on the selected server.

Before You Begin

Features Description

v| SMB 1.0/CIFS File Sharing Support (Installed)

[ SMB Bandwidth Limit

~ Simple TCP/IP Services supports the
following TCP/IP services: Character
Generator, Daytime, Discard, Echo

[] SMTP Server and Quote of the Day. Simple TCP/IP
b [ SNMP Service Services is provided for backward
compatibility and should not be
4
installed unless it is required.
4
[ TFTP Client
4 [W] User Interfaces and Infrastructure (2 of 3 installed)
| Graphical Management Tools and Infrastructu
[] Desktop Experience
| Server Graphical Shell (Installed

[[1 Windows Biometric Framework
[] Windows Feedback Forwarder
[] Windows Identity Foundation 3.5

v| Windows Internal Da d)
4 [B] Windows PowerShell (2 of 5 installed)
v Windor 4.0

v| Windows Po ell 2.0 Engine (Installed
[] Windows PowerShell Desired State Configurati
v| Windows P hell ISE (Installed)
[] Windows PowerShell Web Access
b lv] Windows Process Activation Service (Installed
[ Windows Search Service
[ Windows Server Backup
[ Windows Server Migration Tools
[] Windows Standards-Based Storage Management
[1 Windows TIFF IFilter
] WinRM IIS Extension
[] WINS Server

[] %PS Viewer

< Previous Next > nsta Cancel

1.2 USING WINDOWS 7 OS
1. Before starting with the installation of Punch Mobile Web service it is first necessary to
verify that the IIS is installed. In order to verify this, open the control panel and go to the
“Default Programs” option:

Control panel --> All Control Panel Items --> Default programs
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[E=SECES
@vvl@ » Control Panel » All Control Panel ltems = [ 43 ][ search Control Panel
Adjust your computer’s settings View by: Largeicons
a% Backup and Restore & BitLocker Drive Encryption ﬂ Color Management
'§'| Credential Manager . Date and Time I:@! Default Programs

2. Click on "Programs and Features”

@U"I@ v Control Panel » All Control Panel ltems » Default Programs - | 4,| | Search Control Panel 2 ‘

Control Panel Home

Choose the programs that Windows uses by default

@ Set your default programs
~ Make a program the default for all file types and protocols it can open.

—| Associate a file type or protecol with a program

Make a file type or protocol (such as .mp3 or http://) always open in a specific program.

E& Change AutoPlay settings

Play CDs or other media automatically

Set program access and computer defaults

Control access to certain programs and set defaults for this computer,

See also

Programs and Fea@ res
'5' Parental Controls

3. Now click on the “Turn Windows features on or off” option

@uv| » Control Panel » All Control Panel lterns » Programs and Features -

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a pregram, select it from the list and then click Uninstall, Change, or Repair.
'EE' Turn Windows features on or
off Organize «

4. Activate all the checkboxes as it is shown in the image below and click on the “Ok” button
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Windows Features (=8 EoR=x=|
Turn Windows features on or off (2]

To turn a feature on, select its check box. Te tumn a feature off, clear its
check box. A filled box means that only part of the feature is turned on.

Internet Explorer 8 -
5] Internet Information Services
FTP Server B

a Web Management Tools
= [¥] |, I56 Management Compatibility
1156 Management Console
56 Scripting Tools
1156 WMI Compatibility
IS Metabase and II5 6 configuration compatibility|
II5 Management Console
. IS Management Scripts and Tools
| IS Management Service
a World Wide Web Services
= [¥] |, Application Development Features
.NET Extensibility

m

ISAPI Extensicns
ISAPI Filters
Server-Side Includes
=] . Common HTTP Features
Default Document
Directory Browsing
HTTP Errors

HTTP Redirection
Static Content
WebDAV Publishing
| Health and Diagnostics

| Performance Features

| Security

. Internet Information Services Hostable Web Core o

4| . »
5. Wait a few minutes while the changes are completed

Microsoft Windows
Please wait while Windows makes changes to
features. This might take several minutes.
-_———

Cancel

6. Once the process is finalized, click on “Restart Now” button.

Microsoft Windows @

You must restart your computer to apply these
changes

Before restarting, save any open files and close all programs.

Restart Now E; [ Restart Later
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2. ACCESS TO INTERNET INFORMATION SERVICES (IIS) MANAGER

7. To verify that the IIS was correctly installed, open the Internet Explorer browser and enter
the following address:
http://localhost/

* MICROSOFT WINDOWS SERVER 2012 R2 STANDARD OS

3c¢ Benvenuto i

) *“ Bienvenido. rios geldiniz | ovon

= WINDOWS 7 OS

R —t— =T

I = () et

amw fi=@ =0 = Pues Sty Tehe =

8. To open the IIS manager, go to the control panel, then to “All control panel items” and
finally to “Administrative tools”.

Control panel --> All Control Panel Items --> Administrative Tools

Click to open the “Internet Information Services (1IS) Manager” tool.
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o | = Administrative Tools

T ‘ + Control Panel » All Control Panel ltems » Administrative Tools »

v & [searcha

X Favorites Mame Date modified Type Size
B Desktop Terminal Services 8r; 11:39AM  File folder
& Downloads [+ Component Services 8/, A Shortcut 2KB
] Recent places (A} Computer Management 8/; Shorteut 2KB
[ Defragment and Optimize Drives 8/ Shorteut 2KB
1% This PC (] Event Viewer 8/: Shortcut 2KB
i Desktop {5 Internet Information Semcesﬂﬂ Manager  2/; Shortcut 2KB
©| Documents fa¥, iSCSI Initiator =

e T
= Internet Information Services (115) Manager enables you to configure,
& Downloads [ Local Security Policy control, and troubleshoat IIS and ASP.NET. KB

i Music [2P Microsoft Azure Services 11/21/2014 3:11 AM  Shorteut 2KB
= Pictures @ ODBC Data Sources (32-bit) 8/21/2013 7:56 PM Shorteut 2KB

9. The IIS Manager’s main window will be opened.

Internet Information Services (I15) Manager

H
@ . | 63 + win-PROKARLDRM +
=

e View  Help

" @) WIN-PBOKAJELDFM Home

Ny San Page

. Filter: > « (g Show &ll | Group by Srea
4 %3 WIN-PROKAN
¥ Apphe st I
1] Sites B e Lo sir] &1 | iy
Dl 3 =} o 9 i - CH =
Authentic.. Suthcezat. Compression Defau  Dwectory  EmorPages  Handier HTTR HITR
Fues Document  Browsing Mappings  Redirect  Respon..
r M - p
i = ! g 2
&l i * [ @ ® ity
Logging  MIME Types  Mosules  Output Rrguest Servrr Warker
Caching  Filtering  Certificabes  Progesses

3. INSTALLATION OF WEB
(WCFPunchMobileServices)

SERVICE

FOR

PUNCH MOBILE

1. Inside the “SetupWCFPunchMobileServices” folder that contains all the necessary files for

the installation process, run as
“SetupWCFPunchMobileServices.exe”

administrator the file

v Computer » Local Disk (C:) » Acroprint » SetupWCFPunchMobileServices »

Open MNew folder

MName Date modified Type Size
J 155etupPrerequisites 10/4/20161:03 PM  File folder
ds B setupWCFPunchMobileServices 10430 A 105 DA Amelication Q760 KB
laces Open

'\“:;‘ Run as administrator

Troubleshoot compatibi‘l%

2. Click “Yes” to run the installer under the administrator mode.
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) User Aceount Control =) WCFPunchMobileServices - InstallShield Wizard
O Do you want to allow the following program from an
/" unknown publisher to make changes to this computer? i WCFPunchMobileServices Setup is preparing the InstallShield
L="1 Wizard, which will guide you through the program setup process.
Please wait.

Program name:  SetupWCFPunchMobileServices.exe

Publisher: Unknown . Extracting: WCFPunchMobileServices.msi

File origin: Hard drive on this computer

- Cancel
(%) Show details vEs — |

Change when these notifications appear

3. The installer will show the following window, indicating the needed requirement for the
correct functioning of “WCFPunchMobileServices”. Click on “Install” to start the process.

NOTE: Following the case that the Framework 4.0 is already installed in the system,
instead of the prerequisites installing window, the installation’s welcome window will be
shown directly.

WCFPunchMobileServices - InstallShield Wizard

g V/CrPunchiobieServices requires the following items to be installed on your computer.
P Click Install to begin instaling these requirements.

Status  Requirement
Pending Microsaft .NET Framework 4.0 Full

4. Immediately, the installing process for the .Net Framework 4.0 prerequisite will start and
the progress will be displayed.

WCFPunchMobileServices - InstallShield Wizard

T WCFPunchMobileServices requires the following items to be installed on your computer.
Click Install to begin installing these requirements.

Status  Requirement
Installing Microsoft .NET Framework 4.0 Full

Installing Microsoft .MET Framework 4.0 Full

Cancel
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5. Once the installation is completed, the following window will be shown, indicating that the
operative system needs to be restarted. Continue by clicking on the “Yes” button.
WCFPunchMohileServices - InstallShield Wizard

7 WCFPunchMobileServices requires the following items to be installed on your computer.
Click Install to begin installing these requirements.

Status Reqguirement
Inetalinn Mirrneaft MET Framewark 4 0 Full
WCFPunchMobileServices - InstallShield Wizard 23

, The installation of WCFPunchMuobileServices requires a reboot, Click
" Yes to restart now or No if you plan to restart later.

| e hé’l [ Mo |

Instal Cancel

6. After the system restart, the installation process will automatically continue.

./.- 5 -.\.
| |
W

%! User Account Control @

=

U Do you want to allow the following program from an
/ unknown publisher to make changes to this computer?

Program name:  SetupWCFPunchMobileServices.exe
Publisher: Unknown
File origin: Hard drive on this computer

\_’ Show details

Change when these notifications appear

7. Once the prerequisites are installed, the installation and configuration of the
“WCFPunchMobileServices” web service will continue. A welcome window will be
displayed, click on the “Next” button.
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15! WCFPunchMobileServices - InstallShield Wizard ==
Welcome to the Installshield Wizard for
WCFPunchMobileServices

The InstallShield{R) Wizard will install WCFPunchMobileServices
on your computer, To continue, didk Next,

4

PENDULUM

WARNING: This program is protected by copyright law and
international reaties.

< Back [ Next = ] l Cancel I
!

8. A window to start the installation process will be shown, click on the “Install” button to
begin.

3] WCFPunchMobileServices - InstallShield Wizard (=3

Ready to Install the Program _1;
’
'ﬂ

The wizard is ready to begin installation.
Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Clidk Cancel to
exit the wizard.

InstallShield

[ < Back ][ Instal k] [ Cancel ]

9. The progress of the “WCFPunchMobileServices” installation will be displayed.

1'%} WCFPunchMobileServices - InstallShield Wizard ol ® ]
'WCF h vices —}
The program features you selected are being installed, 'f P

Please wait while the InstallShield Wizard installs WCFPunchMohileServices.
This may take several minutes.

Status:

Installshield

< Back Mext > Cancel
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15! WCFPunchMabileServices - InstallShield Wizard = =R
'CFPy h vice: f
The program features you selected are being installed. 'f P

| Please wait while the InstallShield Wizard installs WCFPunchMobileServices.
This may take several minutes.

Status:
Creating application pool WCFPunchMobileServices

InstallShield

Next > Cancel

10.When the installation is completed, you will be informed about the successfully process,
click on the “Finish” button.

3! WCFPunchMobileServices - InstallShield Wizard ==l

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
WCFPunchMobileServices, Click Finish to exit the wizard.

‘P
PENDULUM

[T Show the Windows Installer log

11. Now the “WCFPunchMobileServices” web service is installed and its shortcut is now
created at the desktop

12.You can verify in the “Program and Features” at the Control Panel, that the Framework 4.0
and the “WCFPunchMobileServices” web service are now installed.
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@vvh‘_‘i » Control Panel » All Control Panel ltems » Programs and Features & | +3 | |

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
¢ Turn Windows features on or
off Ny
Organize -

Name Publisher Install-ed On | Size Version
ﬁWCFPunchMohi\eSemces Acroprint 10/4/2016 104 MB  1.00.0000
[ Microsoft NET Framework 4 Extended Microsoft Carporation 10/4/2016 519MB 4030319
--?-M\crosoft .NET Framework 4 Client Profile Microsoft Corporation 10/4/2016 38EMB  4.030319

13.Before accessing to the “WCFPunchMobileServices” web service, it is necessary to
configure some parameters for its right functioning. Continue with the next step to begin.

CONFIGURATION PROCESS

Once the web service WCFPunchMobileServices is installed, it is mandatory to establish the
settings for 3 important aspects, all needed to connect to the service and ensure a right
functionality.

1. DATABASE CONFIGURATION PROCESS

14.Before accessing to the WCFPunchMobileServices, it is necessary to configurate the
connection string to the database engine, once it is configurated, the web service will be
able to connect, consult and/or update the required information.
These parameters are stored as configuration values.

Right click on the shortcut “CfgWCFPunchMobile” present at the system desktop and
select the option “Run as administrator”.

Open

Open file location

Run as administrator I
Troubleshoot compatibility by
Pin to Start

E Add to archive...

15.1n the configuration window that is displayed, set each one of the requested parameters.

Then click on the “Save” button to store the provided values.
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eyl Configuration WCF Punch Mobile -
Select the target for the data
@1 Server Name |172.16.0.18\PENDENTSQLEXP
g Mt [PENDENTDB |
J& Password |uuu.. |
Security
Protocol HTTPS
Credential for access the RawData
["] 1s account of domain
2 username |Adrninistmtor
» d | |
["ﬂ Machine name  \WIN-PBOKAIELDFM
Current pfysical server information
Liser name: Administrator
Madhine name:  WIN-PEOKGATELDRM Domain name:  WIN-PEOKATELDAM

- Server Name: Name that was given to the server and database instance to which the web
service will connect.

- Database Name. Database name to which will connect the web service.

- Password. Authentication password to establish the connection to the database. The
default user is: “sa.”

@

A través del botdn “Test connection”

Configuration WCF Punch Mobile

Select the target for the data

@ Server Name |1?2.16.0.18"LPENDENTSQLEXP

g Tethase PENDENTDB |

ﬁ Password

! Test connection

.1 Test connection

puede verificar si los parametros

configurados son correctos y si es posible establecer conexion a la base de datos. Si son
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invalidos se mostrard un mensaje “Connection failed”, en caso contrario si son correctos
“Successful connected”.

Connection failed Successful connected
i, L ]
13 3

2. SECURITY SETTINGS

Security: Enable the HTTPS security protocol if you wish to implement a security
schema with digital certificate to indicate that the web service is trusted.

v If this option is not activated, the http protocol will be used as default.

v"If the option is activated then the protocols “http and https” must be added to the
web service settings along with a digital certificate. (See SSL CERTIFICATION
INSTALL AND HTTPS SERVICE CONFIGURATION)

Security

Protocol HTTPS

3. CREDENTIAL FOR RAWDATA

In order to the web service is able to save information in the registry all the transactions
generated by the employees through the Punch Mobile application, the shared directory where
the files are wished to be saved, must be previously defined.

This directory it is defined in the desktop attendance system advanced settings “Pendulum.Net”
at the “Advanced Parameters” section. It is necessary to indicate the full path to access to the
directory.

Network folder where the rawdata files are extracted from Devices are stored:

Format: \PCNAME\ShareName
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Advanced Configuration
Defaults

Verify that the shared folder has the read and write permissions granted and that the user

account can access to it.

Now you must indicate in the web service configuration the account that must be used to be

identified and through it obtain access to the directory and store the transaction using its files.
Credential for access the RawData

- Is account of domain: Indicate if we are working with a local or domain account.

v If the domain account option is checked, please make sure that the server or
Workstation it is currently added to a domain. The account that you enter must belong

E, Username

ﬁ Password

Pendulum.Met Premium - Energy Exchanger Co. =]| (o -
System Config Config - [=]

Information Server for sending emails.  Outgoing mall server (SMTP):

Port SHTP: FL
Requires an encrypted connection (55L): ¥
I requires. authentication defive User name:

Password:

FIP site address for communication with Devices through FTe:

| FTP User Name:

| TP User Password:

[ - ] Advanced Parameters

| Legallegend header to show in the Tame Card Reports:

Select the file (*.dll or *.exe) used 1 before b g for each d and after
processing all transactions:

Network folder where the rawdata files are extracted from Devices are stored:
Format: \\PCHAME \ShareMame

WWITZ 16 D ERRAWDATA

[ + 1 Dealer Information

[] 1s account of domain

|Admini5tmt0r

Ea Machine name |WIN-PBOKAJELDFM

|[£] Test credential
Current physical server information
Liser name: Administrator
Machine name:  WIN-PEORAJELDRM Domain name:  WIN-PEORAJELDRM

to the domain and the parameter “Domain Name” must be indicated.

179




~HICROPRINT

Is account of domain

E. Username |Admini5tmtor

ﬁ Password |iiooooooooooo |

If§ Domain name |WIN-PBOKAJELDFM |

v If the option is unchecked then the account to enter must be a local one in the

Workstation and parameter “Machine Name” must be indicated.
[] 1Is account of domain

E, Username |Admini5tmtur |
ﬁ Password |............. |
m Machine name |\VWIN-PBOKAIELDFM

- Username: Name of the account user.

- Password: User account password.

- Machine name/Domain Name: Indicate either “Machine Name” or “Domain Name”
according to the selected option.

Additionally, the help section “Current physical server information” is showed with the

server or Workstation data.
Current physica/ server information
Lser name: Adiminsfrafor

Machine name:  WIN-PEORGAELDRN Domain name:  WIN-PEOGAJEL DM

v' User name: Name of the user of the current session.

v' Machine name: Server’s defined name or current workstation.

v" Domain name: When the server or workstation belongs to a domain, the name of it will be
showed, if that's not the case, only the workstation’s name will be displayed.

Through the button “Test credential” | ' Testcredentil you can verify if the configured

parameters to authenticate the account are valid. The validation is generated depending on the
account type (local or server).

If the parameters are invalid, the message: “Credential invalid” will be shown; if they are correct
then the message “Credential valid” will be shown instead.

l i Credential invalid o Credential valid
X 3
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Given the case that the account belongs to a domain and the server or workstation is not
currently part of it, when performing the test, the message “The server could not be contacted.”
Will be shown.

3]

| The server could not be contacted.

The indicated information in the settings window must be valid in order to successfully connect to
the database engine and get the WCFPunchMobileServices web service working. Also the given
credential must be valid so the service can authenticate, access and store the transactions in the
path previously defined through the Pendulum.Net system (RawData).

S Configuration WCF Punch Mobile B
Select the target for the data
@ Server Name |1?2.16.0.18\PENDENTSQLE}(P
Ly Database [PENDENTDB |
'ﬁ Password |ooo..... |
! Test connection
Security
Protocol -
Credential for acceq o Information saved successfully
[] 1s account of
£ username oK
¢ Password : _‘
m Machine name \WIN-PEOKAIELDFM
|[] Test credential
Current physical server information
Liser name: Adminisirator
Machine name:  WIN-PEOKAJELDRM Domain name:  WIN-PEORCAJELDRM
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ACCESS TO WCFPUNCHMOBILESERVICES

182

1.

2.

If you wish to access to the “WCFPunchMobileServices” using the same computer where
the web service is installed, open the IIS manager and right click on the site, then click on
the “Manage Application” option and finally on “Browse”.

‘anel » All Control Panel ltems » Administrative Tools

Name Date modified Type Size

é[' Component Services 7/13/2008 9:57 PM Shortcut 2KB
(@ Computer Management 7/13/2009 5:54 PM Shortcut 2KB
Data Sources (ODBC) 7/13/2009 9:53 PM Shortcut 2KB
{7l Event Viewer 7/13/2009 9:54 PM Shortcut 2KB
E:ﬁ Internet Information Services (I15) 6.0 Manager 8/19/2016 4:32 PM Shortcut 2KB
@3 Internet Information Services (IIS) Manager 8/19/2016 4:32 PM Shortcut 2KB
[al iSCSIInitiator [}_ 7/13/2009 9:54 PM  Shortcut 2KB
E:E Lezcal Security Policy 2/12/2014 3:30 PM Shortcut 2KB
|‘§|:T' Performance Monitor 7/13/20089 8:53 PM Shortcut 2KB
Eg] Print Management 2/12/2014 3:30 PM Shortcut 2KB
[2F; Services 7/13/2008 9:54 PM Shortcut 2KB
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In order to access to the “WCFPunchMobileServices” run the internet browser and write
the URL address to the page.
From the same computer where the service is installed:

& PunchMobileWebServices Service - Windows Internet Explorer

'\_)"\_j |§. http://localhost/WCFPunchMobileServices/PunchMobileWebServices.sve v|

From other computer, replace “localhost” for the IP address of the pc where the web
service is installed.
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& PunchMobileWebServices Service - Windows Internet Explorer

'\_/“\_/I |§, http://193.168.56.1/WCFPunchMobileServices/PunchMobileWebServices.sve -

3. The start page of the “WCFPunchMobileServices.” web service will be shown.
7 e =T

B bt ocahost WEH Funcal, . =R e]x 2 s
Frvostes | G5 @

8 PumchMeblelet Senees Sere Bp v ) v % om v Fager Suayr Teshe -

SSL CERTIFICATION INSTALL AND HTTPS SERVICE CONFIGURATION

HTTPS is a way to stablish communications in a safe way by interchanging information between
the client and the server using a Secure Sockets Layer (SSL). To enable the SSL in the IIS, first
must be obtained a certificate that will be used to encrypt and decrypt the information that is
transferred through the net.

1. SSL CERTIFICATE INSTALL

1. First you must have a trusted certificate, it is a file with the “.cer” extension.

A www_pendulummobile_com =N 1= -
Home Share Wiew (7]
+ | . v www_pendulummebile_com v & | | Search www_pendulummobil... 2@ |
18 This PC MName Date medified Type Size
g Desktop ] www_pendulummaobile_com 11/1/2016 12:00 AM  Security Certificate 8KB
= Documents

2. Inthe ISS manager, select the server and in the panel select the option “Server
Certificates”.
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A
Server
Certificates

3. Right click and in the menu, click on the “Open Feature” option.

4.

¥ Internet Information Services (I15) Manager [= =T
@ | S5 wepsokaom » |~ S -
File View Help
H:F WIN-PBOKAIELDFM Home
- [ L Open Featu
'y Sawt Page
- G Show &l | Group by: A Manage Server
493 WIN-PEOKAJELDFM (WN-PROKANL DM Adr s 2 faka . st
L Apphcation Pools ASP.NET g > Restant
o ) Sites . 3 - = i
2 z r: )
2 @ Pendubunmutile '] & L d “er 3 ) ﬁg " e
b WCFPunchMobileSenices NET WNET JNET Eavew JNET JNET Trust Appheation  Connection  Machine Key  Pages and View Apphication Pools
futhesizst. Compilation  Pager  Globalizstion  Levels Settingt Sarimge Cantaaly
R & [
B
Provider:  Session State SMTP E-mail
@ o i car Ly | E
0 8 | L'l (/] ] o]
AP Authetic. Authorimt. €6 Compression Defuk  Diectory ErnorPages  Failed
Fules Bocument  Browsing equest Tra...
o - L+ . A t -
) 3 2 L ® 0 7
FastCGI Handle: HTTP HT 1P Addeeis ISAP and 15451 Fillers Loggng MIME Types
Seftings  Mappings  Redwecd  Ropon.  and Dome..  C6l Restri.
= " @ £
+ ¥ = " .'é
Modules  Output  Request | Server Worker
Caching  Fltering | Centficates | Processes
Opn Featun
Mansgement L = Iz
- - v Recan
L SF
]
Configuiat..  Featse Shared =
Ldtce  Delegation Confgurat., 8 e
View Applicatien Pools
View Sites.
Change NET Framework Veruen
O Get New Web Platform Components
& Help

In the “Actions” menu (to the right) of the window “Server Certificates”, click on the option “Complete

Certificate Request”.

Internet Information Services (11S) Manager

[=[=

| 83 » WIN-PBOKAJELDFM »

@ < 5 @ -

File View Help
Q-1 |2 |&
& StartPage

QQl Server Certificates

495 WIN-PBOKAJELDFM (WIN-PBOKAJELDFM\AdY

Use this feature to request and manage certificates that the Web server can use with websites configured for SSL.

Actions

Import.

Create Certificate Request...

b Complete Certificate Request..
(5} Application Pools Filter: - ¥ Go - Show All | Group by: No Grouping #
2 {5 Sites = Create Domalr Certificate...

= Name Issued To Issued By Expiration Date Certifica e

449 Pendulummobile

Create Self-Signed Certificate...
b~ WCFPunchMobileServices

Enable Automatic Rebind of
Renewed Certificate

@ Hep
5. In the window “Complete Certificate Request” that is shown, indicate the requested
information and then click on the “OK” button.
- File name containing the certification authority’s response. Path where the
certificate file (“.cer” extension) is located.
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- Friendly name. Name that the server manager will use for an easy identification.
Example: pendulummobile.com

- Select a certificate store for the new certificate. “Personal” type must be
indicated.

Complete Certificate Reguest _

il I Specify Certificate Authority Response

riig

Complete a previously created certificate request by retrieving the file that contains the certificate authority's
response.

File name containing the certification authority's response:

|C:\Users\Administrator\Desld:op\www_pendulummobile_com\www_pendul| II'

Friendly name:

|pendu|umm0bi|e.com| |

Select a certificate store for the new certificate:

|Per50r‘|a| v|

| oK D&J | Cancel |

6. Now the certificate is installed, in the panel “Server Certificates” the new one is shown.
eﬁ Internet Information Services (1IS) Manager - I:'-

© ‘ €3 » WIN-PBOKAJELDFM » ‘ sl = @~ |
File View Help
ooy ) ) Actions
QQI Server Certificates
@-Hiz e ? Import.. k
S et hate Use this feature to request and manage certificates that the Web server can use with websites configured for S5L. Create Certificate Request...

(= | H
4 -85 WIN-PBOKAJELDFM (WIN-PBOKAJELDFM\Adr Complete Certificate Request...

(2} Application Pools Fiter: = ¥ Go - GhShowAll | Group by: No Grouping

478 Sites = Create Domain Certificate...
’0 Pendul bil Name Issued Te Issued By Expiration Date Certifica o
AW e umme e pendulummobile.com www.pendulummebilecom  COMODO RSA Domain Valida... 10/10/2017 7:58:59... OEFG1EB! Creme S0 CIE

>
b [ WCFPunchMobileServices Enable Automatic Rebind of

Renewed Certificate

@ Help

7. In order to view the added certificated details, in the “Actions” menu (to the right) of the
“Server Certificates” window, click on the “View” option.
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Intermet Infarmation Serviees (15) Manager
[FE

@-— | 83+ WIN-PEORAJELDEM +
Fie  iew  Help
. = . :
— SR, | @ server Certificates
a,- [ . ’
0 Start Page Ve this feats p .
T T 15 request and Wieks server can use with weksites corfigured for S5L.
¥ Application Pools Filer: - (& Show &l | Grewp by: Mo Grouping
< W:‘ Marme = Tovwtd To ued By Espieation Dute Certificy
<8 Okl A COMMODG RSA Dernin Valids__ W I0017 75950 DEFGIER

b ¥ WOFPunMabi

8. The “Certificates” window will be immediately shown with the corresponding information

Click on the “OK” button to close.
Internet Information Services (IIS) Manager
Eefhe-|

| @
© N3 » WIN-PBORAJILDFM »
File  View Help
! & .
- M U‘l Server Certificates
)y St Page . R r ——
L5 et oA TR = quest a Web server can use with websites configured for S5L.
i3 Apphcation Pooks Filter - % Go - G ShowAll | Groupby: Mo Grouging
14 Skes =
Mare % aued d Te v By Eapiration Date Contdfacn
2@ Pendulumencile _ . — 2 P e L
b - WCFPunchiblobik COMODO REA Dormain Vakida..  10/10/2017 5850,  ORFEIER
n Certificate B

Ganarsl | Detals | Certcation Path

[ Centificate Information
This certéicate is intended for the following purpose(s}:

« Ervures B ety of & remote computer
« Proves your identity i a remate compuUter
SLIGLALEMRLILY
eLILMLLLY

= Erafer 8 th certianen sty etatimant e detade.
Issued toc www. penculmmobie com

Tosued by: COMOOO RSA Doman Valdaton Sacrs Saner
oA

Valhd brom 10/38/2016 te BT
T Youhave & provate key that comesponds to this certificate.

S Statement

1

i

9. Once the SSL certificate is successfully installed in the server, you must have assigned it to the corresponding
web site using the IIS.

2. HTTPS SERVICE SETTINGS
10. In the IIS manager, select the server name where the certificate was installed.
11. In the “Sites” node, select the main site that will be protected with SSL: “Default Web Site” or

“Pendulummobile”.

12. In the menu “Actions” (to the right), click on “Bindings”.
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Internet Information Services (I5) Manager

shile »

@_‘ |Q » WIN-PROKAELDFM » Sbes » Pend

O Pendulummabile Home

W Stes

o : - w4 | Group
4 83 WIN-PROKAITLOFM (WIN-POKARLORM AT el Show All | Geoup by Ares :
L Apphcation Pools ASP.NIT -
4 Shes s - 9 P ey
o i \ Y
2 @ Pendubrnmobile y -] - =) “J ij E
& WCHPunchMobileServices MNET  MEVEmor  NET NETPmfle  NETRoles  NETTrusm  NETUsers  Application
i e Sttings

Suthorioat.. Compilition  Page  Globalization

R i R & =

ing

s
) 1 Urowse Website

- -2 n ] L]
13. In the window “Site Bindings”, click on the button “Add”.
Site Bindings _

Type  Host Name Port IP Address Binding Informa... Add..

htp  waw.pendulum... 80

Close

14. The window “Add Site Binding” will be shown immediately to add https:

v' Type. Select the “https” option.

v' IP address. Select the option “All Unassigned” or the site’s IP address.

v' Port. Port where the traffic will be protected by SSL, usually: 443.

Site Bindings | x

Add Site Binding _:

Type|
hitp Type: IP address:

https v| |AH Unassigned v| ‘4-43 |

ne Indication

msmg.formatname

S5L certificate:

Not selected v | Select...

-

v" Host Name. Complete domain name. Example: www.pendulummobile.com
v' SSL certificate. Select the certificated that was installed.
Example: pendulummobile.com
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Site Bindings | x
Add Site Binding [ » [

o ]
hitp Type: IP address: Port:

[hitps v| [alUnassigned N

Host narme:

‘Www.pandulummubi\e.cum |

["] Require Server Name Indication

S5L certificate:

‘pendulummobl\e.com V| | Select.. | | View... |

Mot selected
pendulummobile.com

15. Click on the “OK" button in order to add the security link.
Site Bindings | %
Add Site Binding _

Type|

http Type: IP address: Port:
|https v‘ |AH Unassigned v| |4.43 |
Host name:

|Www.pendu|ummnbi|e.com |

1 Require Server Name Indication

S5L certificate:

pendulummobile.com V| | Select... | | View... ‘

16. Click on the “Close” button to close the “Site Bindings” window

Site Bindings (2 |

Type Host Name Port IP Address Binding Informa... Add...
http www.pendulum... 80 *
https  www.pendulum... 443 = Edit...

Remove

Browse

Close

|
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3. PROTOCOLS ACTIVATION

17.1t is necessary to configure the protocols for the web service.
18.In the ISS manager, select the web service and right click on it, select the “Manage
Application” and click on “Advanced Settings”.

&

Internet Information Services (1IS) Manager

@ O ‘3 » WIN-PBOKAJELDFM » Sites » » WCFP es b

File View Help

@28 S /WCFPunchMobileServices Home
¥ Start Page _
265 WIN-PBOKAJELDFM (WIN-PBOKAJELDFMVAGH | o v ¥ Go - GhyShow Al | Group by: Ares - E-
-2} Application Pools ASP.NET .
4-[8] Sites L. ¥ P o ~ < —
. =N & 8 \ B =
243 Pendulummobile ] Xz 4 BE o é“.ef f‘.aj
» | WCFPunchh nex T NETEmor  NET  .NETProfile .NETRoles NETTrust .NETUsers Application
5 Explore lation  Pages  Globalization Levels Settings

Edit Permissios. [F t—J q?. &b @

ﬂ

& Add Application... & - =
. eKey Pagesand  Providers Session State SMTP E-mail
& AddVirtusl Directory... s
Manage Application 3 Browse ~
G Refresh Advanced Settings.. \a bl E §=l
= /1 =5 404 )

X Remoe = = 2 o = =

fic.. Authorizat. — CGI  Compression Default  Directory ErrorPages  Failed

Switch to Content View Rules Document  Browsing Request Tra...

19. In the advanced settings Wind0\7vs, in the “Enabled Protocols” section, besides of “http” add also the “https”

security protocol (comma separated). This is done in order to give to the service the ability to respond the
requests for both protocols.

v" Enabled Protocols: http,https

Advanced Settings _

4 (General)
Application Pool WCFPunchMobileServices
Physical Path Cisites\services\wwwroot\WCFPuncl
Physical Path Credentials
Physical Path Credentials Logon ClearText

Preload Enabled False
Virtual Path SWCFPunchMobileServices
4 Behavior

Enabled Protocols https.http

Enabled Protocols

Enabled Protocols specifies the protocols that requests can use to access an
application. The default value is 'http’, which enables both the HTTP and ...

oK L\\l | Cancel
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20. The SSL certificate is not installed and the web site is configured to accept trusted connections.

4. WCFPUNCHMOBILESERVICES ACCESS BY HTTPS

21. In order to verify and open the web service, in the “Actions” menu (to the right) of the web service, go to the
“Manage Application” section of the “Browse Application” area, click on the URL to open as https through the
port 443.

Example:

www.pendulummobile.com on *:443 (https)

LE] Intermet Information Services (IIS) Manager (=[N
@ | + WIN-PBOKAKLDIM »+ Stes » e 3 WO |6l @
File View Melp
 Comnections - _ B .
Q- # |8 ‘i SWCFPunchMobileServices Home
Wy Start Page A
453 WON-PEORAJELDFM (WIN-PESKAJELDFMAdr | 00" i Show AL | Srovp by A
1 application Foals A5PNET
PRFE 4 rw s i
1
3 4 Pendubaenctide B E] L oA “‘.f a,
b ¥ WCFPunchMcbileServices NET MET  NETEmer  NET  METProfile NETRoles NETTrust NETUses Application
Authorizat.. Complstion  Pages Jobalization Levels Seatings
i ; 2 2]
- R* > ]
Connection MachineKey Fagesand  Providens  Session State SMTP E-mail
Strings Contrels
o R
a5 y &

AP Authertic. Compression

“CfgWCFPunchMobile”. (See Security Settings).
22. Now the certificate is linked to the web service and you can access through the safe mode.

O[-]=]
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Punch Mobile Application

Punch Mobile is an Android application, the main function is the control of the employee attendance via mobile
device, including checking IN and OUT transactions of the employee. When punching the employee specific
information is showed, including full name, photo, number, badge, status, pay period, schedule, schedule 2

and classifications.

The application allows to set the server via IP or DNS, reassign the mobile from one employee to another, a tutorial
and tips for better interaction with the mobile application experience.

Configuration

Configure the device in to pendulum employee

Open Pendulum and go to employee’s screen selects an employee and assign a device. So we go to the menu of
employee / Mobile devices.

BEDBX =4 4 0
e
i Information Emplores Badon
Madges Lmgloyes Number * o071
Classitications. Badge * a2
Schedules
Personal Information
Addstional Informtion
Farst Mame benmifer
Tioe Cam]
Hiddbe Initial 1
Devices Lant e * Laxton
Benelits ) System.Bytel] y
Statie Active Inactive x =
. ""'“'\"”;”_ﬂ_miﬂ

arfanfison e natie
Comgpuany 0000 Main Division | =

Groug 1 15t Shift

In this window the employee information is displayed. badges, standings, schedules, additional information, time
card, devices, benefits and Mobile devices that is what we will use in order to register the phone or tablet.

Once we enter the option fill the data indicates, as the 10-digit number, the type of device can be mobile or tablet
and enter the description.
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[ A Camenl

If it is necessary, we will give right click in the light blue space that looks and we will instantly add to see the browser
location.

Configure location restriction

To set the location valid for Punch Mobile is necessary to add a description, radius in meters, and position the pin in
the place where the employee must make its attendance record in the Mobile Punch.

The maximum of locations supports the Punch Mobile is 10 for device.

Once the device has been configured in the Pendulum employee, we can now proceed with the installation at Punch
Mobile.

Description: ‘

Ubication Calle 19 Diagonal, Temozon Narte, Yuc., Mexico

Radius{meters)
80

Latitude [21.046147 Longitude [-89.615798

4 Accept Cancel

Installation Punch Mobile Application on Mobile device

System Requirements to install the application

- Android Version: Android 4.1 (Jelly Bean / API Level 17) or above.
- Wi-Fi.

- GPS.
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- Pendulum Service Running.
- IP or DNS Server Registration.

Put the Punch Mobile in to device

First we need to have the installer Punch Mobile on our device, once added, we look for the path where the apk is
stored. Select and will request the install. You need to be connected as a media device to put the apk Punch Mobile
in to the device.

PPl scach un TG
1  Download Size

« PunchMobile.apk 31 MB
09/14/2016 11:31 AM

oid

nts

Allow to install apk

Once the APK is on the device, it is necessary to install, if your device does not have permissions to install apk’s
unknown sources applications, you have to go to settings / security and there is an option called unknown source. if
disable proceed to select it and enable, you need to accept to save the changes.

You may now install the Punch Mobile apk without any problem.

P N

sl Security

- - =
’3— et _
© cloud :

Block or 1 !
Backup and re. Wl may.

scomts

‘ Google
Trusted credentials
cenlificates

* account Dinplary trusted CA

Install from device st~
4 Instadl certificates ©
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What i need to continue with my Punch Mobile

You have to check a few things:

1. Wi-Fi or mobile network connection available.
2. GPS Location Active.

If the device doesn’t have these 2 requirements Punch Mobile does not work properly.

Starting

We have made all necessary settings in both the Pendulum and the Device. We need to add the right data to use the
Punch Mobile. First we open the Punch Mobile pre-installed, and will add our IP or DNS where the service is located.

Welcome
Please type IP or DNS 1o
connect 10 the server.

IP/DNS

1. If you have a IP you need to put, numbers and points it's only you need. (http://192.168.0.1 or https://192.168.0.1).
2. If the service is within a folder must be added, this way (http://192.168.0.1/folder or https://192.168.0.1/folder).

3. If you have a DNS you need to put (http://mydomain.com or https://mydomain.com)

4. If the service is in a folder in the same way (http://mydomain.com/

folder or https://mydomain.com/folder)

The next step is to enter the information previously provided to the employee in Pendulum Software. The number
and badge. Before installing verify that the phone number is not assigned to another employee and that is active.
Otherwise the install will show a message that cannot be installed because the device already been assigned to
another employee.
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Welcome
Fngreter as Employee

Number

Badge

1. The field number specifies is a 10-digit phone number.
2. The badge is a field employee badge code, is numeric and the number of characters depends on what you put in
Pendulum.

If all its Ok, you will see the main screen of Punch Mobile.

Register attendance

In the main window we can see the menu of options, the name of the company, photo of the employee, the
employee’s full name, options attendance record as IN and OUT and the attendance record button.
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Employes delail

Updale server

Update badge

oPumM:-.‘!k

. Company
Name

Check IN of
the Employee,
only one at

a time

Photo of the
employee &
Full Name

Check OUT of
the Employee,
only one at

a time

Register
attendance
of the
employee

When the user selects the IN or OUT options and push the button attendance record, Punch Mobile validate,
geolocation (if is configured to check), if the transaction is successful, a message of acceptance is showed,
otherwise show other message depending on the Punch Mobile validations.

Consulting information of the employee

Employee information has a refresh button, used when the employee information is modified in pendulum software
and update would be done immediately.
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[ (R

Employee Information

[¢)

Employee information is the employee’s photo, full name, number, badge, status, pay period, schedule, schedule 2
and classifiers. All labels are configured directly in Pendulum Software depending on how you configure, is what you
show.

Change IP or DNS server

To change the information of the server, need to add the right data to use the new server in Punch Mobile. First you
need to go to menu configuration and push in the list option Update Server.

°Pmch” obile

Update IP or DNS

192.168.0.209:83

1. Remember if you have a IP you need to changed, with numbers and points it's only you need. (http://192.168.0.1
or https://192.168.0.1).

2. Remember if the service is within a folder must be added, this way (http://192.168.0.1/folder or
https://192.168.0.1/folder).
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3. Remember if you have a DNS you need to changed, with (http://mydomain.com or https://mydomain.com)
4. Remember if the service is in a folder in the same way (http:/mydomain.com/folder or
https://mydomain.com/folder)

Change the badge number

To change the badge of the employee you need provide the specific information of the employee to assign defined in
Pendulum Software.

opm:hﬁ»:l:lh

Update employee

9991582115

Badge

If everything is ok you push the button and the update start the process. Now the application restart and show the
main view with the information of the new employee.
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